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3.11 Common Processes Overview

Gender: When referring to the Client, she/herself was used throughout Volume 4, SSM for
simplicity. However, both genders, male and female, may receive benefits.

Certain processes and work instructions are common to multiple sections of the Steady State
Manual. These processes may be performed by multiple workgroups and by Coalition as well
as State staff.

Common processes include:
= Creating, Parking, Forwarding, Getting and Opening Tasks <insert hyperlink>
= Managing Documents <insert hyperlink>
= Searching for a Person, Case, Task or User <insert hyperlink>
= Sending Notices <insert hyperlink>
= Processing Solicited Documents <insert hyperlink>

The specific instructions for each of these common processes are found in the following
sections.

3.11.1 Creating, Parking, Forwarding, Getting and Opening Tasks

3.11.1.1 Overview
Tasks are triggered by the system or a user. Users may create tasks in two ways:

1. A user may select a task from a list. This process is referred to creating a user-selected
task.

2. If the task is not on the pre-defined list, a user may create a user-defined task.
The following sub-sections provide instructions for a user to:

= Create user-selected tasks

= Create user-defined tasks

= Park tasks that may not be completed at the end of a work day, or need further
processing within two business days

= Forward tasks to different work queues

3.11.1.2 Create a Task

User-selected and user-defined tasks are generated when a task is being processed and the
user recognizes that a related task needs to be created for another workgroup. In this instance,
the system does not automatically create the task. Examples of user-selected tasks are:

= Complaint
» |Information Request from an External Party

= Appeal Request
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Independent Resource Assessment Request

Out-of-state Inquiry Request

Step

Create User -Selected Tasks

.| Accessing tasks can be done through the User Home page, Case Home page or the Client

Home page. Tasks should be created from within the case, using the left navigation.
From the Case Home page, select Tasks from the left Navigation bar.

O Home
O Documents
O Addresses

O Phane Numbers
'O Pending Verifications
O Correspondence

O Notes.
{__ Task

Click Create a Task.

navigation

O Home :

O Documents Tasks: JACK SMITH - 3000177554
O Members |

O Addresses Create Task
O Phone Numbers ‘Tack I : SiibiecE

O Pending Verification & 8000010781 SPLIT NEW APPLICATION IMAGES
Checklist

Data Collection
Checklist

Second Party Review
Checklist

Change Checklist

Correspondence

Notes
QO AssetfTrust Review
0O Benefit Recovery
O Tasks
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Step

Create User -Selected Tasks

The Select Task Type page displays a task list. Review the list and after carefully reviewing
your work instructions to determine the type of task that should be created, click Select to
choose the Task Type that needs to be created. This screen shows the top half of the list.
Scroll down to see the entire list.

Select Task Type
Cancel

Action Task Type
Salect Reinstate Benefits

Select Asset/Trust Review Completed

Select Response to Request for Additional Information
Select Child Support Good Cause Request

Select Benefit Recovery Referral

Select Asset Trust Review Reguested

Select Additional Information Submitted

Select ACS Policy Response

Select Administrative Disqualification Hearing

Select ACS Policy Request

Select Complaint

Select Potentially Duplicate New Application/Redetermination
Select Employment Change

Select Hoosier Healthwise Redetermination Received

Select Front-end Program Integrity Referral to Compliance Unit
Select Integrity Review Results

Select Liability Correction

Select Medical Assignment Good Cause Reguest

Select Out-of-State Inquiry Results

Select Out-of-State Inquiry Request

Select Process MA B/D Application

Select Resource Assessment Reguest

Select Systematic Alien Verification Entitlement (SAVE) Request
Select Independent Self-Sufficiency Account Request
Select Response to Complainant Required

Select Process MA D Application - Accelerated

Select Phone Interview Pending

Select Research Invalid New Application

February 29, 2008 Page 3.11-3 Version 1.4

Indiana Eligibility Modernization Project Volume 4. Service Center Processes and Procedures



Step

Create User -Selected Tasks

This screen shows the bottom half of the list. If the task being selected is on this portion of
the list, select it. If the task that your work instructions direct you to create is not shown on
the list, select User Defined and refer to Section 3.11.1.3 Creating a User Defined Task
<insert hyperlink> for instructions.

Select Spend-down Liability Correction Meeded

Select Returned by State

Select Phone Interview Pending

Select Process MA B/D Application

Select Process MA D Application - Accelerated

Select Response to Complainant Required

Select Front-end Program Integrity Referral to Compliance Unit
Select Suspected Fraud Referral to Compliance Unit

Select Request for Additional Information from Compliance Unit
Select Response to Request for Additional Information

Select Compliance Division Results for Front-end Program Integrity Review
Select Compliance Division Results for Suspected Fraud Referral
Select Child Support Good Cause Request

Select Child Support Good Cause Response

Select Medical Assignment Good Cause Request

Select Systematic Alien Verification Entitlement {SAVE) Request
Select Systematic Alien Verification Entitlement ({SAVE) Response
Select Independent Self-Sufficiency Account Request

Select Employment Change
Select Solicited Document(s) Received
Select Unsolicited Document Ready for Review

Select Out-of-State Inquiry Request

Select Independent Self-Sufficiency Account Response
Select Additional Information Submitted

Select Potentially Duplicate Application/Redetermination

Select Independent Resource Assessment Request

Select Front-end Integrity Review Referral

Select Suspected Fraud Referral

Select Benefit Underissuance or Benefit Recovery Referral
Select Reopen Closed Medicaid Case Under Clevidence
Select Information Request from External Party

Select Continuance/Reinstatement of Benefits Needed

Select Intent to Cure

Select Out-of-State Inquiry Request
Select IMPACT Pre-certification
Select Reported Change

Select Appeal Request

Select Appeal Withdrawal Request
Select Help Center Complaint

Select User Defined

[ cancel |
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Step Create User -Selected Tasks

5.| Click Select.

The system creates the task for the appropriate queue. When opened, the task is displayed
with the Case Reference information and task instructions.

3.11.1.3 Create User-Defined Tasks

A user-defined task may be created by an internal user when attempting to create a User-
Selected task, but the user does not find the task on the Task Type list. The user chooses
User-Defined from the bottom of the Task Type list. Refer to your work instructions to
determine whether a user-defined task needs to be created and to identify the correct
workgroup/queue to which the task is routed. This is critical to avoid misrouting of tasks.

A user-defined task may also be created from the User Home page, but only when a case
cannot be located after performing a search. When a task is created to which no case or Client
is associated, a user-defined task is appropriate. An example is when a complaint is received
without case identifying information. Refer to Section 3.11.1.4, Create User-Defined Tasks from
User Home Page <insert hyperlink>.

Step Create User-Defined Task — User Working in the Case
1.| From the Case Home or Client Home page, select Tasks from the left Navigation bar.
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Step Create User-Defined Task — User Working in the Case

2.| Click Create a Task.

navigation

O Home

‘0O Documents

O Members

O Addresses
Phone Numbers

Pending Verification
Checklist

Data Collection
Checklist

Second Party Review
Checklist

Change Checklist

Correspondence

Notes
QO AssetfTrust Review
0O Benefit Recovery
O Tasks

Tasks: JACK SMITH - 3000177554

Create Task

Task ID ' Subject
8000010781 SPLIT MEW APPLICATION IMAGES
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Step Create User-Defined Task — User Working in the Case

3.| Select User Defined from the bottom of the Select Task Type list.

Select Spend-down Liability Correction Needed

Select Returned by State

Select Phone Interview Pending

Select Process MA B/D Application

Select Process MA D Application - Accelerated

Select Response to Complainant Required

Select Front-end Program Integrity Referral to Compliance Unit
elect Suspected Fraud Referral to Compliance Unit

I

L

g]
[}
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ct Request for Additional Information from Compliance Unit

Response to Request for Additional Information

Compliance Division Results for Front-end Program Integrity Review
Compliance Division Results for Suspected Fraud Referral

Child Support Good Cause Request
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Medical Assignment Good Cause Request

Systematic Alien Verification Entitlement (SAVE) Request
Systematic Alien Verification Entitlement {SAVE) Response

Independent Self-Sufficiency Account Request
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Step Create User-Defined Task — User Working in the Case

4.| The Create User Task page displays. Reference the User-Defined Task list (Section 4.0,
Reference Documents, 4.7, User Defined Tasks <insert hyperlink>) to determine if the task
you are creating is listed.

a. If the task is listed, use the language provided in the Task Details Subject field. The
deadline is the day the task is created + 2 business days, unless other instructions
are provided. The priority is Medium, unless other instructions are provided. Select
the name of the person in the case from the Case Participant dropdown. Include a
concise description of any other important task details in the Comments box.

b. If the task is not listed in the User-Defined Task list (Section 4.0, Reference
Documents, 4.7, User Defined Tasks <insert hyperlink>), enter a concise
description of the task in the Subject field. Complete the other fields as described
in 3a.

Create User Task:

[ Save ] (Save & New ][ Cancel |

#Subject: ‘ Deadline: I:lg
Priority: ‘Medlum V|
Case Participant: N/

Assignment Details
Assign To: |

Comments

(_save |(sSave & MNew |[ Cancel |

5.] Click Save.
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3.11.1.4 Create User-Defined Tasks from User Home page

A user-defined task may also be created from the User Home page, but only when a case
cannot be located after performing a search. If a case is located after performing a search, the
task is not created from the User Home page, but from the left navigation in the Case Home
page When a task is created to which no case or client is associated, a user-defined task is
appropriate. An example is when a complaint is received without any case identifying
information.

Step Create User-Defined Task from User Home page
1. From the User Home page, click Create User-Defined Task.

FSSA Case Management System
{CuramTest: Build Number 0052) FSSA Case Management System

Process Request for Services Case

Apply Now Person

Create Application Case Document
Create User Defined Task Task

Change Password ser

[ravigation

| Get Next Task

My Tasks
Task Case 1D Document Subject Status Priority

2. The Create User Task page displays. Refer to Section 3.11.1.3, Create User-Defined
Tasks, Step 3 <insert hyperlink> and follow the same instructions for completing the fields
on this screen. The primary difference is that when a user creates a user-defined task from
the User Home page, the screen (shown below) does not automatically display the case
participant or reference information. Instead, the user must search for and include the
information, if found.

Create User Task: L Helf

[ save ] (save & New |[ Cancel |

Task Details

#Subject: | Deadline: ¥ ¥
#Priority: | Medium »

Assignment Details

Assign To: | Work Queue ~ a5

[ save | (save & New | [ Cancel |
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Step Create User-Defined Task from User Home page
3. To locate the correct work queue when creating the task, click the magnifying glass icon to
the right of the work queue field.
{= FSSA - WEMS Select Work Queue - Windows Internet Explorer provided by Comcast E’|§|g|
iﬁhttps:,l',l'sQQUIpapDZ.iem.IocaI,I'HCSSApplication,l’en_LlS,l’WorkAlIocation_selectWoerueuePopupF‘age.do b "K;ﬂ' Cerkificate Error
= ] Interviews non FS-Adult i 7 "" =
Select N Bonots Bata Gatering ADMINISTRATION USER Yes
Interviews w/F5
= Apps/Redets-Data Gathering
Select Interviews w/ES - Adult ADMINISTRATION USER Yes
Select Asset/Trust ADMINISTRATION USER Yes
Select Benefit Recovery ADMINISTRATION USER Yes
Select Changes ADMINISTRATION USER Yes
Select Changes-Adult ADMINISTRATION USER Yes
Select Coaches ADMINISTRATION USER Yes
Select Coaches - Adult ADMINISTRATION USER Yes
Select Complaints ADMINISTRATION USER Yes
Select Front-End Program Integrity ADMINISTRATION USER Yes
Select Hearings ADMINISTRATION USER Yes
Select Hearings - Adult ADMINISTRATION USER Yes
Select Invalid Applications ADMINISTRATION USER Yes
Select Leads ADMINISTRATION USER Yes
Select Non-Indexed Documents ADMINISTRATION USER Yes
Select Inquiries ADMINISTRATION USER Yes
Select Redeterminations ADMINISTRATION USER Yes
Select Redeterminations - Adult MA ADMINISTRATION USER Yes
Select Redeterminations - Hoosier Healthwise ADMINISTRATION USER Yes
Select Refugee Assistance ADMINISTRATION USER Yes
Select Research ADMINISTRATION USER Yes
Select Review Application ADMINISTRATION USER Yes
Select Second Party Review ADMINISTRATION USER Yes
= State Funded programs-
Select HCI/CSHCN/Medicaid Burial ADMINISTRATION USER Yes
Select i;f:f Paaded Becorams = REG, an ADMINISTRATION USER Yes
Select Waiver & Nursing Home Cases ADMINISTRATION USER Yes P
€ Internet #100% - "
This allows you to search for the queue to which the task applies, based on the work
instructions for your specific task. After reviewing the work instructions for your task, if you
are still unsure which queue to select, ask your team coach.
4, Select the appropriate queue and complete the remaining fields on the screen.
It is essential to complete the Comments so that any available information is provided to the
user receiving the task for processing.
5. Click Save.
3.11.1.5 Park a Task

If a task is being processed but is not yet completed at the end of the work day, it may be
necessary to Park the task and continue processing on the next business day. A task may also
be parked if telephone contact with a Client or applicant is required, and she cannot be reached
in the first call attempt. The task is parked until the second attempt to contact the Client;
depending on the result of that contact, additional action is taken, and the task is completed
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and closed. Tasks are parked for up to two business days (unless a due date occurs in the
interim). Then, if not completed, the task is automatically returned to the work queue.

Step Parking a Task

1. Select the Task Home page.

2. In the Task Home page, click Park Task.

e

Task Home ?

Subject

3. In the Park Deadline Date, the default deadline is two business days, although the user
may set an earlier deadline.

Under the Description, enter the following information:
v' The reason the task is being parked.

v' A summary of actions taken before parking the task.
v"Actions needed to complete processing the task.

| Park Task
Park Task

Ceanea )

{ Deadline Time; | '

= == il Park Deadling Date
| recent items |

Pa

Comments

([ Cme ) Cemed )

4, Click Save.

5. Return to the User Home page and retrieve the next task. It is shown at the top of the list
under the My Tasks heading and above any parked tasks.

February 29, 2008 Page 3.11-11 Version 1.4
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3.11.1.6 Retrieve a Parked Task
Step Retrieving a Parked Task

1. | Periodically, during the day, review the tasks on your User Home page that show a
status of Parked. Retrieve a Parked task from the list by clicking its Task ID, under the
My Tasks heading.

My Tasks
TaskiD Caseld Document Subject Status Prionty  Due Date
204 123456790 Bidh Rearrange Document: Case: 1234567890, Clent: Open Low 73002004

Ceriificate 123456789012 o0

@ 123456780 Application Process Application Low Ti30/2004
00:00

2. | Review the reason the task was parked, the actions that need to be taken, and the
deadline.

3. | Are you able to take appropriate action to process the parked task by the deadline?
v If yes, go to Step 4.
v 1f no, go to Section 3.11.1.7 Unable to Resolve a Parked Task<insert hyperlink>.

4. | Document the action taken.

5. | Close the task by clicking Home in the upper right corner.
The User Home page is displayed.
6. | Click the Task ID for the task with a Parked Status.

Taekid Caseld Document  Subiec Stalus

204 1234567530  Biriny Rearrange Document: Case: 1234567350; Clent: open
. 1
Cerpicgte 123456T8E012

200 1234567330  Apglication  Process Appication Parke

The WFMS displays the Task Home page.

7. | Under the Options cluster, click Close the Task.

8. | Get the next task from the queue.
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3.11.1.7 Unable to Resolve a Parked Task

Step Unable to Resolve a Parked Task
1. Review parked tasks from the User Home page.
TaskiD Caseld  Document Sublect Status Priori Due Date
204 123456790 Birth Rearrange Document: Case: 1234367890, Client:  qpap Low 7/30/2004
- Certificate 123456789012 0000
200 123456790 Application Process Application Parked Low 7/30/2004
00:00
2. If unable to resolve the issue, review and follow the task instructions. As appropriate,

generate a notice (Refer to Section 3.11.4, Sending Notices WI <insert hyperlink>) to the
Client or third party.

3. Create a case note in ICES (or WFEMS if there is no case in ICES) documenting attempts
to contact the Client or otherwise complete the task.

4. If sending the notice is the last action to complete this task, click Home in the upper right
corner. The WFMS displays the User Home page.
5. Click the Task ID for the task with a Parked Status that cannot be resolved.
Tasks
Taskly Caseld Document Sbiecl Stalus
288 1234567530 Birih Rearmangs Document: Case: 1234567350; Clent: open

Cerificgla 123456735012

200 1334567830 Applicafion  Process Applcation

The WFMS displays the Task Home page.

6. Under the Options cluster, click Close the Task.
7. Get the next task from the queue.
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3.11.1.8 Forward a Task

While a task is being processed, it may be necessary to forward a task to another workgroup
and/or queue for another internal user to process.

Step Forwarding a Task
1. From the WFMS, go to the Task Home page.
2. From the Task Home page, select Forward Task.
Family and Social Services Administration CfHome.
Task Homa ?
[ nvigation __}
—
Tosk Horme et

Closs Task Bark Tosh | Forward Task
e
3. The Forward Task page is displayed.

Based on the instructions for the task you are working on, identify and select the
workgroup or queue to which the task should be forwarded. Make the selection in the
Assign To drop-down box. If a queue is selected, use the magnifying glass to find the

correct queue.
T

Forviard Task: InitialReview - 202 Help |
|} Assignment Details
[ “assign To: |ETE R | =%

Il Task Instructions

[ Sawe |[ Cancel |

4, Enter clear and concise instructions and comments regarding the task, and why it is being
forwarded to that workgroup and/or queue.
5. Click Save. The task is forwarded to the workgroup and/or queue selected.
6. Return to the User Home page and retrieve the next task.
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3.11.1.9 Getting Tasks

The process for getting a task differs depending on whether the user is getting the task upon
initially signing on during the day or getting the task upon closing a previous task.

3.11.1.10 Getting the Next Task

To get the first task, the internal user initially signs on to the system and clicks Get Next Task
from the User Home page. After that, this feature is not used because the action of closing a
task results in the WFMS pushing the next task to the user, based on the user’s assigned
(subscribed) work queues.

Step Getting the Next Task
1. From the User Home page under the Workflow cluster, click Get Next Task.

= % FSSA Case Management System

LY Horme {CuramTest: Build Number 0052) FSSA Case Management System
Process Request for Services Case
Apply Now Person
Create Application Case Document
Create User Defined Task Task
Change Password User
_
Get Next Task
My Tasks
Task Case ID Document Subject Status Priority
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3.11.1.11 Getting a Task Automatically

When a user closes a task, the next task is automatically presented under My Tasks on the
User Home page. If there are other tasks in the same queue for the same case, those are
presented to the user before any tasks unrelated to the current case being processed.

Step Getting a Task Automatically
1. From the User Home page, view My Tasks and click the Task ID for the first task listed.
The system takes you to the Task Home page, where you can view the task instructions
and begin processing the task.
‘ i | N?l'}%uﬂ
F55A Case Management System Help |
: . - {default: Build Number D015) FS54 Case Management System
Ik e etRsoyes
O Workspace Bl orocess Pequest for Services Case
Administration [Document
Task
Usar
Workflowe
Get Mext Task
Task Case 1D Document Subject Status Briority Dug Date
277 2a1 g:\:\;gtxpeliggiilun ready for Initial open “adium
279 283 z:::g-\\upeligsa;ilan ready for Initisl open Madium
Workflow
Get Mext Task
Case ID Document  Subject
281 Mew Appli
B Review -
279 283 bl 24gpal
Feview -
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3.11.1.12 Opening a Task

When the user navigates to the User Home page, the first task to be processed is presented at
the top of the list under My Tasks. Underneath this task is a list of any parked tasks.

Step Opening a Task

1. From the User Home page, under the My Tasks cluster, view the Task Subject and click
the Task ID.

TE)
o —

FESA Case Managnmant System

‘Welcorma |0 F334 Case Manapament Syaiem

Brth Rearrange Document: Case: 1234567890 Clen

Cipen Low TIIN2004
Cerficate 1Z3A56TASN2

]m Prily  Due bale
&
Lurkin]

12386790 ppplicalion  Process: Application Parked  Law FIO0IH004

The WFMS navigates to the Task Home page.
2. View the Primary Action and Task Instructions.

Task Hame

Reserved By: SUPER LSER Last Assigned: 21162007 12:14
T A oiln Hi-i} 3 D4l

Park Deadiing; 21162007 1214

it HoGia'®
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Step

Opening a Task

Under the Supporting Information cluster, click the Case Home page, Application Home
page, or another reference link as available or appropriate.

Supporting Information

a5 om =]

When you click the Case Home page, the WFMS navigates to that page so that you can
begin working on the task.

3.11.1.13 Closing a Task

When a task has been completed in ICES or WFMS, the user must close the task in WFMS.

This triggers the next task in the queue to be presented to be worked.

Step Closing a Task
1. When the task has been completed, click Task Home to navigate to the Task Home
page.
17 Family and Social Services Administration i
- . Thsk Hoame T
[ rovigation
.
Tank ome
Cicsp Tosk Park Tirsh Earward Tirk
swpct ______________________________________________
Process Applcaton
Task KX 2434 Slales Opan
Pricaby:  Medium Daading: 272 1/2007 Q0:00
Regerved By SUPER USER Last Assignad: 211607 1214
T Wotkedt ({00 [Changa| Park Deadling; 2162007 12:14
Crbl Homns Pargs
Tesk Irstnuclions
2. Under the Options cluster, click Close the Task.
WFMS navigates to the User Home page. The user is then able to retrieve the next task
to be worked.
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3.11.2 Document Management

3.11.2.1 Overview

Document Management activities may be initiated when a work item is retrieved from the queue
with a document attached, or when another task is being handled related to processing an
application or case. These activities include:

Assembling/disassembling/reassembling/ a document
Rearranging the pages of a document

Requesting a document rescan

Indexing/linking a document to a case/application/Client

Saving a document to the non-indexed document repository

3.11.2.2 Non-indexed Documents Received

A Non-Indexed Document task is received by WG8. The document is not indexed to a case,
Client or application because it has no bar code or the bar code is damaged or unreadable.
Applications for Special Programs, QMB and State Application for Assistance (Form 2400) are
also received as Non-Indexed Documents until/unless those application forms are modified to
include a bar code to enable system identification of document type.

Step Non-Indexed Document Received
1. | From the User Home page, view the task subject Non-Indexed Document and click Task
Yielcome o F55=A Case F."H"lF.;h.'-mf:ﬂl S}fﬂﬁ'ﬂ ?
\ly Shortouts
FProcess Request for Services Casa
Create Applicati ase Paisorn
Administration Document
Task
Lsar
Get Mexi Task
Tazkid Caseld Document  Sublect Slalus Priceity  Dua Date
734 Bith Regzaarch Mon Indexed docum ant Cpen Ly 0200
""" Cerlificate 00:00
300 # polication Process Application Parked Lo TA02004
0000
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Step Non-Indexed Document Received

2. | WFMS displays the Task Home page, view the Subject, Task Instructions, and Supporting

information.

s l close Task

Subject
1039 - Mon-Indexed Document

Priority: High
Reserved By:

Park Task Forward Task

= Task ID: 9000043467

- Time Worked: 00:00 [Change]

Primary Action Supporting Information
Non-Indexed Documents

Status: Unreserved
Deadline: 12/4/2007 09:04
Last Assigned: 12/12/2007 17:00
Park Deadline:

Review a document that cannot be automatically indexed to a case, application, or client.

|

€D Internst o100 v

application, or Client.

Task Instructions: Review a document that cannot be automatically indexed to a case,
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Step Non-Indexed Document Received

3. | Click Non-indexed Document; the system displays the Non-Indexed Documents screen

Non-Indexed Documents Help |

Cancel

Action Document Type Document Receipt Date Status

Edit Vital Statistics Driver's License 11/30/2007 Accepted
Edit Unknown Documents Unknown 11/30/2007 Accepted
Edit Vital Statistics Social Security Card or Proof 11/30/2007 Accepted

Capture Non Indexed Document Information

Bearrange Rescan

Document: Social Security Card or Proof

Document Type: Vital Statistics
Client/Case Name: hip caseonel File Date:
Receipt Date: 11/30/2007 Scan Date: 11/30/2007

Delivery Metheod: Scan Document Type: Vital Statistics

Language: English Rescan Requested?: No

Rearrange Requested?: No Best Available Image?: No

Document Information

#Document |V|ta| Statistics V| Language: |English e
Type: )

Social Security
Card or Proof

First Name: NP NamefIrI:'?L?a(:{{? | Last Name: |caseonel =
Address Linel: I: Address Line2: |
City: State: | V| Zip Code: |:|

Social Security [ Receipt Date: |11/30/2007 |

MNumber:

#Document: &, Il view Document

pos

€D Inkernet olo0% v
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Step Non-Indexed Document Received

4. | On the Capture Non-indexed Document Information page, click View Document to bring up
the imaged document in a separate window next to the Capture Non-Indexed Document
Information page.

Rearrange Rescan

Document: Social Security Card or Proof

Document Type: Vital Statistics

Client/Case MName: hip caseonel File Date:
Receipt Date: 11/30/2007 Scan Date: 11/30/2007
Delivery Method: Scan Document Type: Vital Statistics
Language: English Rescan Requested?: No
Rearrange Requested?: No Best Awvailable Image?: MNo
Document Information
#Document |vital Statistics V| Language: IEngIlsh v
Type:
Social Security .
*D | o 2 W =)
#Document: | “0°F SoE S, 0y | view Document
First Wama: |hip Micde | Last Name: |caseonel L5

Name/Initial :

Address Linel: Address Line2: |

City: | State: | V| Zip Code:
Social ﬁs;irtlatry [ Receipt Date: |11f30!2007 | B
€D nternet o100 v "
5. | If the document is not legible (i.e. too light, too dark, the information is not easy to read),
click Rescan.
Note: If the delivery method of document is shown as Faxed, the document can not be
Rescanned.

nd Social
Administration

Capture Non Indexed Document Information

Rearrange Rescan

6. | If the document is legible, review each page of the document (including any fax cover sheet)
to identify the Case Number, Document Type, Document Name, and any information
available to complete the fields on the page and index the document to a case or Client.
These include:

v First and last name
v' Address

v' SSN

v' Language

Also, if the document was submitted by mail, review the image of the envelope for any name
and return address information which may assist in the indexing process.
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Step Non-Indexed Document Received

7. o If the Document is a FI 2400 Application for Assistance enter the correct Document
Type and name. Go to Step 8.

¢ If the Document is an application for QMB, enter the correct Document Type and
name. Go to Step 8.

¢ If the document is an application for Burial Assistance, Children’s Special Health
Care Services (CSHCS), or Residential Care Assistance Program (ARCH/RBA),
enter the correct Document Type and Name. Go to Step 8.

¢ If the document is an application for Healthy Indiana Plan (HIP) or another HIP
related document, enter the correct Document Type and Name. Go to Step 8.

¢ If the document is not one of these documents, skip to Step 10.

8. | Return to the Task Home page and click Forward Task from the options cluster to send the
task to the correct queue.

Help |

Task Home

Close Task Park Task Eorward Task
Subject

1039 - Non-Indexed Document

Task ID: 9000043480 Status: Unreserved

Priorty: High Deadhne: 12/4/2007 11:54
Reserved By: Last Assigned: 12/12/2007 17:00
Time Worked:' 00:00 [Changel Park Deadline:

Primary Action Supporting Information

Non-Indexed Documents

Task Instructions

Review 3 document that cannot be automatically indexed to 3 case, application, or client.
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Step Non-Indexed Document Received

If the application is a FI 2400 Application for Assistance, use the magnifying glass
icon to select and forward it to the Review Applications queue.

©
.

¢ If the application is for QMB, use the magnifying glass icon to select and forward it to
the Applications- Adult queue.

e If the application is for RBA or ARCH, use the magnifying glass icon to select and
forward it to the State Funded Programs — RBA & ARCH queue.

o If the application is for CSHCS or Medicaid Burial Assistance, forward it to the State
Funded Programs — CSHCS/Medicaid Burial queue.

e |f the document is an application for HIP, forward it to the HIP Review Applications
queue.

¢ If the document is another HIP related document, attempt to index it to the HIP case.

Note: In the Task Instructions, provide a description of the Task being forwarded.
For example: FI 2400 Application for Assistance being forwarded for initial review.

# hssign To: E_.WDI’k Queue

Task Instructions

[ save ][ Cancel |

10. | If a multi-page document is out of order, click Rearrange (refer to Section 3.11.3.3,
Rearranging a Document <insert hyperlink>) or, if Rearrange software is loaded on your
workstation (WG8), drag and drop the pages into the correct order (refer to Section 3.11.3.3,
Rearranging a Document <insert hyperlink>).

11. | Enter all available information found on the document on the Capture Non-indexed
Document Details Information page. If the document includes enough information to search
for a case or person, go to Step 12.

If the document does not include enough information to perform a search, click Save.
e Return to the Task Home page
e Click Non-indexed Document.
e Return to the Non-indexed Documents screen.

e Proceed with next document for the Task. If there are no other documents related to
the Task, skip to step 17.
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Step Non-Indexed Document Received
12. | If sufficient information is available on the document to search for a case or a person, click
Search for Case or Search for Person to attempt to locate and index the document (refer to
Section 3.11.3.6 Searching for a Person Work Instructions or Section 3.11.3.5 Searching for
a Person Work Instructions<insert hyperlink>.
Taols  Help &
ﬂ h ):) Search H::‘\'rFavorites @ i_:':v :L' @ = ._.I ﬂ ‘3
m.localfHC S5 Applicationfen_USfEMMonIndexedDocument_captureDocumentsDetailsPage, dofcommunicationlD=S0002375068,__o3rpu=Tas V| GD Links * @ it
| Options &
Rearrange Rescan
: Cocument:  Unknown document
Document Type: Unknown
Client/Case Narme: File Date:
Receipt Date: 10/1/2007 Scan Date:  10/1/2007
Delivery Method: Scan Document Type: Unknown
Language: English Rescan RBeguested?) Yes
Rearrange Requested?: Mo Best Available Image?: Mo
#DDCL_JI_?E';T ‘Unknown v| Language:  English |
*Document: ggngﬂzgt &, 0 view Document
First Name: Nameflrr;?;:?::le: ‘ | Last Mame:
Address Linel: | Address Line2: ‘ |
City: State: Zip Code: |
Social gﬁr?nubrnietr\!:i 7| Receipt Date: ‘@F
Description:
| Search for Case || Search for Person ]][ Save | Cancel |
é ' Internet =
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Step Non-Indexed Document Received

13. | View the Case or Person search results. If the information on the document matches the
information for the case or person, click Link to attach the document to the open/pending
standard case or the most current application case. Note: a document should never be

linked to a screening case.

8 Search Person

Search Criteria

S5M: | | |
(Don't enter ICES RIE:
dashes)
First: Iconnie Middle/MI: | | Last: Ichung |
DOB: | I : v/
ey Gender: | Type: | |
Address address o v
Lined: | Line2; | | County: Lo
City: | State: | V| Zip Code: | |
[ search |[ Reset ][ Cancel |
Search Result {(Number of Items: 1)
Social :
‘ R S
Action Person Name LCEofCUMAM oo b iy AG/Case Type Payes Authorized = oy
Case humber Eepresentative
Mumber
Link Connie Chung 9000012901 BbplEatnn
Case

14. | Click the Person Name from the Search screen to navigate to the Case Home page. Verify
the status of the case. If the status is closed, skip to Step 24. If the case is open or pending,

continue to Step 15.

15. | Go to the Application or Case Home Page to which the document was just linked.

16. | Check to see if any documents had been requested for this application/case.

17. | Select Documents from the left navigation.

18. | Locate the document that was just linked to this application/case.

19. | Select View from the Action column next to the Document Type that was just linked to the

application/case.

20. | If the document that was just linked to the application/case is one of the documents that
were listed on the Solicited Documents Requests, then close the document by clicking on
the red arrow in the upper, right-hand corner of the document, and go to Step 21.

If the document that was linked to the application/case is not one of the documents that was
previously requested, then Skip to Step 24
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Step Non-Indexed Document Received

21. | On the Solicited Documents Requests page, select Edit next to the requested
correspondence that corresponds to the document that was just linked to the case.
Note: If the solicited document requested is marked as “Other”, select Correspondence from
the Left Navigation bar; review the Pending Verification document that was sent to the client
and determine what “Other” is.

22. | In the field next to Received Date put in the date that the document was received. Be sure to
use the format MM/DD/YYYY.

23. | In the Comments section, enter “document received as non-indexed document task and
linked to the case today.” Then click Save. Skip to Step 26

24. | Click Task from the left Navigation bar of the Application or Case Home Page.

25. | Click Create Task. Select Unsolicited Document Ready for Review.
If the document was solicited, but did not come in with a coversheet to be coded as such,
then select Solicited Document Ready for Review.

26. | Click Home to return to your Home page. Click Task for the task that was just completed.
Click Close Task
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3.11.2.3 Returned Malil

When Returned Mail is scanned at the Document Center, a Review Returned Mail task is
created and placed in the queue for action by the Document Specialist in WG8. The document
status is set as Returned Mail by the system.

Step

Returned Mail

1.

From the User Home page, click the Review Returned Mail task.

2.

From the Task Home page, click Non-Indexed Documents.
!‘) / Search \_':(Favorites {‘3 E,’v l__%, W - |_’J ﬁ ﬁ

JralfHCS5Applicationfen_USTaskManagement_taskHomePage. dortaskID=551958&__ 03rpu=~ACS_Supervisor_homePage.do V| Gao Links

Close Task Park Task Forward Task

Subject

1039 - Non-Indexed Document

|

Task ID: 55195 Status: Reserved

Priority: High Deadline: 11/15/2007 12:18
Reserved By: Pamela Harrison Last Assigned: 11/14/2007 10:30
Time YWorked: 00:00 [Change Park Deadline:

Primary Action Supporting Information
Mon-Indexed Documents

Task Instructions

Review a3 document that cannot be automatically indexed to a case, application, or client.

3

é @ Trusted sites

Review the envelope image to confirm that it is returned mail. Typically, the US Postal
Service stamps the envelope with information such as Moved, Unknown or other information
to explain the reason the mail was undeliverable.

Follow the steps in 3.11.2.2 Non-Indexed Documents Received <insert hyperlink> to link the
returned mail to the correct case. After linking it to the case, continue to the next step..

Compare the address in the system with the address on the returned mail envelope. Based
on the result of the comparison, perform the steps shown.

If Comparison Shows: The Person’s address has been updated in the system after the malil
was originally sent.
¢ Review case notes and correspondence history to see if the returned document has
already been re-mailed. If so, document findings and close the task.
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Step

Returned Mail

If Comparison Shows: The returned item (with an address updated in the system after the
mail was originally sent ) contains dated material prior to the current date (such as an
appointment date that has already passed) and has not been re-mailed:

¢ Return to the Case Home page.
e Select Tasks from the Left Navigation bar.
e Click Create.

e Select User Defined Task. Create a user defined task for WG3: Research
returned mail with new address, scheduled appointment or due date.

[ Save |[Save & New |[ Cancel )

| Task Details

*Subject; | I Deadline: | F= 1
*priarity: | Medium v |
Assignment Details

Assign To: | Work Queue v

research returned mail; with new address|

[ Save | [Save & New ][ Cancel ]

If Comparison Shows: The returned item (with an address updated in the system after the
mail was originally sent) does not contain dated material:

e Enter case notes on the action taken. Close the task.

If Comparison Shows: Address was originally entered incorrectly (such as wrong zip code,
apartment number, or street name):

¢ Navigate to ICES.

e In NEXT TRAN, enter ‘AEICI’; in PARMS, enter the Case Number to verify if the
addressee has a record in ICES. Correct the address on AEICI if in error. Close the
Task.

NEXT TRAN: PARMS :

v If addressee does not have a record in ICES, update the address in WFMS. Resend the
notice. (Refer to Section 3.11.4, Sending Notices <insert hyperlink>)

10.

If Comparison Shows: Address is correct in the system and on the returned document. No
new address has been reported.

e Enter findings in the WFMS case notes. Close the Task.
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Step

Returned Mail

11. | If Comparison Shows: The envelope shows a new address not shown in the system.

From within the case, select

create a user selected task for WG 3 to process this unreported change. Enter case
notes of the action taken. Close the Task.

Tasks from the Left Navigation bar, click Create, and

3.11.2.4 Rearranging a Document

A Rearrange Document task is created when a user clicks the rearrange hyperlink, creates a
User-Defined task and describes what pages need to be rearranged in a document. The user
may continue to work with and reference the document, even if the rearrange task has been

created.
Step Rearranging a Document
1. From the User Home page, click Task ID for the Rearrange Document task.
: 7
 navigaton )
——— Weloome to FE5A Case Management System
Ay Process Request for Services Case
Lreate Application Case Person
Administration Documsent

User

Get Next Task

Task

Sugject Stz Progty ~ Dus Date
Reamange Document: Case: 1234567300; Chent:  (Open Lo TIAN2004
123456730012 00:D0
Process Application Parked Lo TI302004
0000
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Step Rearranging a Document

2. On the Task Home page, view Subject and Task Instructions. The directions the type of
rearrangement is required and the pages to be rearranged are shown.

Task Home ?
Options
Forward Task Park Task Close Task
. Process Application
TaskID: 204 Status: Open
Priority:  Medium Deadline: 2/21/2007 00:00
Reserved By: SUPER USER Last Assigned: 2/16/2007 12:14
Time Worked: 00:00 [Change] Park Deadline: 2/16/2007 12:14
Case Home Page
(Dosument )

Task Instructions

3. Click Document.
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Step

Rearranging a Document

The document is opened in Adobe Acrobat Professional. The first page is displayed in the
main pane; thumbnails (small image) of the other pages are displayed in the pane along
the left side of the screen.

CAIBCTY3.pdf - Adobe Acrobat Professional M[=1E3]

File Edit Wiew Document Comments Forms Tools  Advanced  Window Help ®

i P
:JJ Creste PDF = @ Comking Files -~ @ Export ~ Q ﬁ Secure v f Sign ~ D Forms = :P Reviewy & Comment =

i B e w 1] E&é‘_'} & | & ® [75% |- Bf )

| 2007-09-1%9 10:30 09TONFP12 IN7-632-3519 »» P 1/10

!

] FORDFFCEUSEOHLY G —-
| N Wy PR

e T o LG

PLEA BT BWINT WEATLY. Gt 07 SHOATALCS POSAAE. FOLC SORUGNDN BT ba DN & FOU 81 8! AU 1oor name a0 sothecs, an agn e fave oo fl
Sach i ﬂm:lw F A m.\ua ek v Pl o e i ol mum.r«:-m process. f you need e, pesse ek

" ‘ce.'al:tn_lall':rs.-fd\.dl’-n ATHIAD 1-2-7, ATT (22 1-31, 470 AL Be 1o, 405 AR ¢
2T, S 4T CFR 421300, Tha mbwebon will Aot e mkased awcept as penrilied or raguresd by v orwil the |

H | BECTION & - AUTHORIZATION
i {18 gty s ko wi Bt et 0k Ui SARaE (3 By ok JouT BENTT, JaREe Indialn DETA

i | e 19 agely 4y BahsT,
i | Ty o LA

~TEam imant o ot

e -
e:,mmu PTG FOF BENEFTTE. .

s bumaFin il bu provsies feoen 11 day wa rooaive e apolcation, To oaily for sxedted Fond Stmes, pay =

) me- -
\

52 720 Vi vl 112 o el ra el v, SmmancE '"'
CIes O Mo

{ SECTION © - BOUSEMOLD INFORMATION FOR PLRSOMS) B QUESTING ASEETANCE

T RTITE A T SIS W hire (eDaT A0 SDaL STy, SN, ard 21 coun

L i T B beals T 1945

i

: COMPLETE THIS SECTION FoR ALL PERSONS WHO LIVE AT THIS ADDRESS

ha abeva adpress. B you want |er-pmr~,. Assmiznce for l'\ee:l;-
vk Brodhard and paisnta whe live ailh tha enlin

|
|

| Dlves 0 Mo 4 Mo mary e programs) moussiod win 4 Xp

11 | PROGRAMS REGUESTID
|

:.-m.. FIRST MAME ] LAST NAKE 'D;r:-r:# 5”“'3.5:52;““ -“EH;_:"EEMR:I;M;’ESE‘.
iiﬁ_‘ Rames_ 5. Dandy 183 Bl wg—aam‘ ¥ %%
L2 bonnigie [N | Dandy [S-80tg 316 bA- B0l X, M X
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Click the double page icon shown in the column to the left of the image.

PLEGASE BRINT WEATLY. |
dack i Sectizn F We wil g

Click the page to be rearranged; drag and drop the page into the correct order. Continue
until all pages of the document are arranged in the correct order, as per the Task
Description.
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Step Rearranging a Document

7. Click File. Click Save As to save the file to a folder in My Documents on your computer’s
hard drive. The file name should consist of the Client Name and Document Name for
easier retrieval.

8. Close the document.

Return to Case Home page in WFMS.

10. | Click Documents in the left Navigation bar.

11. | Click Attach Document. The system navigates to the Create Attachment page.

12. | Click Browse to locate the file that was saved in Step 7

13. | When the file is located, click Open. This selects the file previously saved and attaches it to
the case.

14. | In the Details cluster, select the Document type, and click the magnifying glass to choose
the Document Name.

*Document Marme: =

15. | Select the Document Type and click Search.

16. | Select the Document Name. Click Save. The system returns to the Documents list.

17. | Return to the User Home page. Click Task ID for the Rearrange Document task. From the
Task Home page, click Close Task.

February 29, 2008 Page 3.11-33 Version 1.4
Indiana Eligibility Modernization Project Volume 4. Service Center Processes and Procedures




3.11.2.5 Disassembling and Reassembling Multiple-Page Documents

When two multi-page documents are received with the pages from one mixed in with the pages
of the second document, a user needs to create a user-defined task for Workgroup 8 to
rearrange the document images. For example, a 3 page bank statement and a 4 page lease
are received together, and page 2 of the bank statement is displayed as page 1 of the lease.
The documents need to be reassembled.

The Document Specialist in Workgroup 8 uses Adobe Acrobat Professional software to move
the pages of each document to be in the correct order and with the correct document.

Steps | Disassembling and Reassembling Two Multiple-Page Documents

1 From the User Home page, view My Tasks and click the Task ID. The system takes
you to the Task Home page

IEEEETIEEp | sc- Case Management System

O Home {CuramTest: Build Number O065) FSSA Case Management System

Process Request for Services Case
Apply Now Person
Create Application Case Document
Create User Defined Task Task
Change Password User

Workflow

Get Mext Task

Task Case ID Document MName Status

1003 - Research Invalid Mew
Application

Reserved

2000002991 2000009067
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Steps | Disassembling and Reassembling Two Multiple-Page Documents

2 From the Task Home page. View the Task Subject and the Task Instructions. Since
these are user-defined tasks, users are expected to enter the Task Name and Task
Instructions provided in the User Defined Tasks list in References. (Refer to Section
4.7, User Defined Tasks <insert hyperlink>)

Task Name: Reassemble Document Images Between Two Multiple-Page
Documents

Task Instructions: (user entered instructions describing the pages that need to be
reassembled between the two documents)

e
ety
i &}

. =K Hame ?

Egrasird Tagh Eark Task Chose Task

s Subject

Fraoess Applicaton

Task ix 204 States: Open

Prigrily.  medium Deadline; 202172007 (0:00
Regsreed By EUPER USER Lasl Assioned. 2AG2007 12:14
Time Worked:  00:00 [Change] Pak Deadine. 2462007 1214

Eupporing Infermation
Cate Home Fags

Bocument

-:.@

3 Click Document, under the Supporting Information cluster. If a Document link does
not appear under the Supporting Information cluster, click Case Home Page and
then click Documents in the left Navigation bar. Review every page of the document
to identify the pages to be disassembled and reassembled.

4 Click the Document Name to open the first document. If the following message
displays, click OK and continue.

Adobe PDF Document

' E There is a problem With Adobe AcrobatjReader. Please exit Adobe Acrobat/Reader and try again,
L
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Steps | Disassembling and Reassembling Two Multiple-Page Documents

5 In the Adobe Acrobat toolbar, click Document. Click Extract Pages from the drop
down.
Gomn TG s fon o Greae s
---f"!_'? Wabarmark .h :__;.- '% =, -l.||-m'.- ,_—[ Hj | ] -
[ ] ¢ :‘::ﬂ KA jlllii:'.atit:ni'l for Assistance
| et AR
& e T _I *DERARADARARRRAAD* L |
E ) m ww':: Information - Member 1 (Applicant)
= E for gach membar of tha household I you want Gash Assistance for any child, you must apply for a8
- = Jan o POF... bnts who lred with the chld  1F 1he applcant & in & Medicaid Facility and i marmed, compiéle Sedtion E
Dptirmite Scareed POF B i this housshold member |6 not applying for assistance, Social Sacuity Humber and ciizenshio
OGP Text Racogntion L3
Ropchace Fie 5w, Bl Food Stamgs ] Health Coverage  [/] Cash Assistance EA Mot Applying
6 Enter the page number(s) to be removed (extracted) from the first document.

x
Erom: |4 To: |5 of 16

¥ Delete Pages After Extracting
[I_ Extract Pages fs Separate Files ]

Zancel |

7 Check the box next to Extract Pages As Separate Files. (NOTE Workaround for
pilot: for extraction to be successful, check both checkboxes as shown below.)

Extract Pages [‘5__<|

Erarmn: |2 Toe |2 af 2

Delete Pages After Extracting
[#]|Extract Pages As Separate Filest

Ik ] [ Cancel

Click OK.
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Steps

Disassembling and Reassembling Two Multiple-Page Documents

In the Adobe Acrobat toolbar, click File. Click Save As to save the file to a folder in
My Documents on your computer’s hard drive. The file name should consist of the
Client Name and Document Name so that it can be easily retrieved in Step 12
below.

For example:
Mary Smith-Birth Certificate
Mary Smith-Bank Statement
Save As E|@
Save n: |'\f_‘) Mew Folder vl &) T e m-
|| crevaTMa 2,pdf
9 |+ ] canpws2z 2.pdf
My Recent u rir skamps birth certificate. pdf
Documents

=
|

Desktop
My D t
e Type: Adobe Acrobak Document

File Size: 72 KB
= Modified: 10/8/2007 4:10 PM

My Computer

q File narne: rnr stamps birth certificate pdf Vl [ Save ]

5
MyNetwork  Saveastyps: | Adobe PDF Files [*pdf) v| | Cancel |

You have now successfully removed and saved the pages from the first document.
Next, go to the Documents list and click the second document, which opens in
Adobe Acrobat Professional.

10

Review each page in the second document to confirm where the pages extracted
from the first document need to be inserted.

11

In the Adobe Acrobat toolbar, click Documents. Click Insert Pages from the drop
down.

o Application Test 1pdf - Adobse Aorohet Prolessional :

B Et o | Qocument Commerts Foms [ock Gbinced Window Meb
g Cromappy Loodw A Footu P ) et ety + i Secre + o son v (B Form = T i & Comemant
Backgrourd v

! "le Watnrrark ||‘;: "_J "r{ & & [iew - = oo [ &

oo T Slication for Assistance

Al 4 IRV T

Diglete Pagss. . SO *DFRARADAAARARAAD®

Crop Pages... St T

AT s |IMformation - Member 1 (Applicant)

| o E for gach membar of the kowsahoid. if you want Cash Assktance for any chikd, you must apply for i
| 2 Jeam o FOEL., knts whi kel with the chilld. 1f 1he apclicant is in 3 Medicakd Facility and is marmed, coenpiéle Section E
I Dptrads Soanrsd POF fo M this nousahold member i not apelying fof assistance, Sof:al Secudity Number and sdizenshio

DR Teot Recogrition L}
Poackics Filt 5539, [ Food Stamps [/l Health Coverage  [f] Cash Assistance [ Mot Apptying
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Steps | Disassembling and Reassembling Two Multiple-Page Documents

12 Retrieve the file saved in Step 8, and in the Location and Page fields, enter where
pages are to be inserted in the second document.

Insert Pages x|

Insett File:  Pages from &pplication Test 1.pdF

Location: U After jJ

Page

™ First

" Last

* page: |3 of 16
oK I Cancel

13 Click OK

14 Carefully review the page insertion and order in the second document to be sure the
pages are now in the correct location and in the correct order. If they are not, the
pages will need to be rearranged <hyperlink to 3.11.2.4 Rearranging A Document>.

15 In Adobe Acrobat Professional, click File.

16 Click Save As from the drop down to save both documents.

Note: Make sure that if the document is being saved that is updated from the
original document that was reviewed; use a new name for the new document that is
being saved. Add a 2 or some other indicator to show that it is a new document.

-_..ﬁuphl alian Test 2 gull = Adolss Acrobhat Prolessional
[t Wew [ooment Comments  Forms l-n-ak.!g‘rmud ‘Window  Heip

e ke - _a_-r“,'.szu:m-u- "&Stcu-u' fSM' ﬂﬂim' 2 Reniew & Comment =
Orgaioer *
£y | e
e Crests FOE ¥ Ik el ol B | 102% O CIRVY.
& Comine Files. .. DFRAAREDS
AL Start Mestng... Page 5 of 16
E_j S s

17 Repeat these steps for each discontinuous page to be moved from Document One
to Document Two.

v For example, if you are moving pages 2 and 5 from Document One to
Document Two, those are discontinuous pages and must be moved separately.

v If you are moving pages 2 and 3 from Document One to Document Two, those
are continuous and are moved together in the same step.

18 In WFMS, return to the User Home Page. Click Task ID of the reserved task. From
the Task Home page, click Close Task.
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3.11.2.6 Splitting Document Images — Extracting Page(s) from One Document to
Establish a New Document

A multiple page document is received and indexed to a case as a single document. A user
reviews the document and determines that it is actually two different documents and should
have been scanned or faxed as two different documents. The document images need to be
split. If the user is a Document Specialist, the user can separate the documents. If the user is
from any other workgroup, a user-defined task is created <insert hyperlink to 3.11.1.3 Create
User Defined Tasks> to split the document images. The task is sent to WG 8.

Steps Splitting Document Images - Extracting page/pages from one document to
establish a new document

1. Follow steps 1 through 7 in disassembling and reassembling document. <insert
hyperlink to 3.11.2.5 Disassembling and Reassembling Multi-Page Documents>

2. Save the document to a folder in My Documents on the hard drive of your computer.

In Adobe Acrobat Professional, click File, Save As and enter the file name of the
document. The file name should consist of the Client Name and Document Name.

For example:
Mary Smith-Birth Certificate

o Crosnror - ‘&;mmrus- ) e - g_,;u;rq- i seowe P son e [B] Foms < EF Roview & Commert -

B g ee e - e -

‘ Birth Certificate

B 3
A FEES FOGRE Y
- Applation Test | o
[ rosheation Tem 2.0
- warrple birth certiiate pof
oo |
Fiopre [ I TR | P |
Gavesshoe  [Adobe POF Fles " pef| =] Cancel | ]
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Steps Splitting Document Images - Extracting page/pages from one document to
establish a new document

3. Click File, then click Save to save original document back to the Case.

i Application Test 2pdl - Adobn ACrobat Probessional

(Fia [t Yew Doourert Commerts Foms Took  fdvenced Window el

it - Sihd ke O owtmeng - i seowe - sgn (] Fama - P Review s commart -
B —
zm LI ) 5|8 8o S0l g - -
vl s DFRAAAEDS
St Mesting... Page Sof 16
ST ] s
4, Close the original document.
To Index the document to a new or existing case, return to Case Home page in
WFMS.
6. Click Documents in the left Navigation bar.

Click Attach Document. The system navigates to the Create Attachment page.

Select file to attach

*FEile; | [ Browse... |

-ation and Redetermination Forms

*Document Type: " ion and K/

Click Browse to locate the file that was saved in Step 2.

When the file is located, click Open. This selects the file previously saved and
attaches it to the case.

10. In the Details cluster, select the Document type, and click the magnifying glass to
choose the Document Name.

FOacurment Mamea: =

11. Select the Document Type and click Search.

12. Select the Document Name. Click Save. The system returns to the Documents list.

13. Return to the Home page. Click Task ID. Click Close Task.
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3.11.2.7 Separating Multiple Images from a Single Document

A document received and scanned shows copies of multiple verification documents on a single
page (such as birth certificates and Social Security cards for several children copied on the
same page.) The Document Specialist in Workgroup 8 receives a task to separate the images
into individual documents for each verification. Then the documents can be indexed to each
Client in the case.

Steps Separating Multiple Images from a Single Document

1. From the User Home Page, click the Task ID.

2. From the Task Home Page, review the Subject and Task Instructions.

3. Under the Supporting Information cluster, click the Case Home Page. If there is a

Document shown under the Supporting Information cluster, click to view. Otherwise,
view the document by clicking Documents under the Left Navigation bar on the Case
Home page.

Click View to see the document that needs to be separated into multiple images.

In View Document Details, click the Document Name. This opens the document in
Adobe Acrobat Professional.

6. For each image to be separated into a new document, complete the following
v Click Tools

v Click Select & Zoom

v Click Snapshot Tool

i Multiple- Images. pdi - Aidobe Acrobat Professional _ EM_K
Ea[ﬂmwmgmﬂmws&d:mww ¥
;J-:ruem - cil:m;.n:n.m.mn...-nu: . '5' Comment & Markup O T o e
= e { Select & Zoom v B Select Tool
L i -
' L=} Aol E ; ~__,.‘uand Toad |
Fogms v Mmauee foom a
Measying y =, Dynamic Zoom
DHiver  Typawiter P |5 Ban g Zoom Window
Jane T oy pata b Louge Todl
123 A0 =
T
Tnelian  Cufomize Toobars. ., 'i == Spshok Tool j'
Birth Certificate
John Doe
Borm: 0L/01/2099
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Steps Separating Multiple Images from a Single Document
7. Click and drag to highlight the area of the page to be copied to a new image. The
following message is displayed.
Eirth Certificate
John Doe
Bom: 01012099
Click OK.
To create a new file with the highlighted image in Adobe Acrobat Professional:
v Click File
v Click Create PDF
v Click From Clipboard Image
| HHu|E1|‘.1|=- Imagespdl - Adobe Acrobal Professionsd
. & From Web Page... shifteCrren by Card
Save 45 Sitecies B e Coe
4§ Save as Certified Docyment... ) From Glank Page (6789
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Steps

Separating Multiple Images from a Single Document

10.

To save the new document, in Adobe Acrobat click File and click Save As to save the
new document to a folder under My Documents on your computer’s hard drive. Use
the Client name and document name in the file name for easier retrieval.

Note: Make sure to use a new file name different from the original document that was
saved. Add a 2 or some other indicator to save the new document without losing the

original document that was saved.

Click Save.
Save As E|EJ
Save in; | |9 New Folder V:| S A
g |[=) cagwatma 2.pdf
[ 4) -] cAgBWS2Z 2.pdf
ty Recent J mr stamps birth certificate, pdf
Documents
(4
Desktop
MuDosunens Tvpe: Adobe Acrobat Document
File Size: 72 KB
= IModified: 10/8/2007 4:10 PM
58
by Computer
q File name: rru stamps birth certificate. pdf v | [ Save ]
bedy Metvaork, Save az fype: !Adobe PCF File_s__[_’f._pdf] :| Cancel
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Steps Separating Multiple Images from a Single Document

i Untitled.pdl - Adobe Acrobat Professional =101 =]

B View  Documert Commends Forms Tools  Advanced  Window Heb o

.;jmmmv éjoumrm- "_]F_mmo E:j-— ﬁ. f- Ejru-mso & '_?Fh‘ﬂw&w
o BLOlesTo NG R o6 1 G I
Ir.-1 -

Birth Cerfificale

John Doe
Torn: (140712009

2%

Swva . [ I3 Swizze 7 or e
% Appheation Test 1.pdf

[ Appheation Test 2. pdf

™. sample birth certificate, pdf

My Documents

.
-

11. Click the X at the upper right corner of the document image. Click Close on the View
Document Details screen. The Documents page is now displayed.

12. If you need to index the document to a new case, go to the Case Home page for that
case and navigate to Documents.

If you are separating multiple images within the same case, the system returns to the
Documents page after Step 11.

13. In WFEMS, click Attach Document. The system navigates to the Create Attachment
screen.

Create Attachment:

Select file to attach

FFile: | | Browse.. |
*Document Type: .-'1'-.[:|[:||i|::E|ti|:|I'| and Redetermination Fl:lrrru-:. *Document Name; &

[ save |[Save & New ][ Cancel |
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Steps Separating Multiple Images from a Single Document

14, Click Browse and select the file saved in Step 10. Click Open.

15. In the Details cluster of Create Attachment, select the Document Type (from the
dropdown) and click the magnifying glass icon to identify the correct Document Name
for the Document Type selected.

*Document Name: b,
16. Click Search. Select the Document Name.
17. Click Save. The system returns to the Documents page. The separated image is now
listed.
18, Repeat these steps for each image to be separated from the original document.
19. Return to the Home page. Click Task ID. Click Close Task.
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3.11.3 Search Instructions

3.11.3.1 Overview

Search-related activities may be initiated when applicants, Clients or third parties contact a Call
Center, Service Center, State Office or Help Center and request information about a specific
case. Document Specialists at the Service Center also use Search activities to attempt to index
documents to cases or applications that have been sent without bar codes. These activities
may also occur when completing activities related to WFMS work tasks or case processing
activities in ICES.

Search activities include:
= Searching for a Person <insert hyperlink>
= Searching for a Case <insert hyperlink>
= Searching for a Non-Indexed Document <insert hyperlink>
= Searching for a Task <insert hyperlink>

= Searching for an Internal User <insert hyperlink>

3.11.3.2 Purpose of Searches

The purpose of the search functions is to assist users in processing actions related to cases
and Clients by searching for a person, case, document, task and/or user.

In addition to performing searches in WFMS, an ICES search may be needed to determine if an
individual is known to ICES. Correctly matching information in ICES is necessary to
successfully complete clearance and prevent duplicate RIDS for individuals.

3.11.3.3 Search Results

The system displays a list of results when a search is initiated from any of the search pages
(Person, Case, Non-Indexed Document, Internal User or Task). From this list, the user is able
to:

= Select a specific individual, case, user, task or non-indexed document
* View additional details to allow identification of the correct record

When no match is found, the system displays “O results”.

3.11.3.4 Best Practice Suggestions

When searching, if a match is not found, repeat the search using fewer search criteria. Entering
all possible search criteria may not locate individuals who were initially entered into the system
with minimal or incorrect information. Also, when you search a person by name, it may be
helpful to search using a partial name. For example, if the person’s first name is Conny, use
Conn as someone else may have entered it in as “Connie”, “Conni”, or “Conney” and the search
results may not find anyone matching the individual if, in the First Name field, Conny is the only
name entered for the search. Therefore, depending on search results, enter fewer details and
then narrow the search, if necessary. In addition, prior names and addresses should be used
when known for additional searches.
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3.11.3.5 Searching for a Person Work Instructions

Searching for a Person is necessary to complete a work task or case processing to determine if
a person already exists in the system.

Step Searching for a Person
1. | Access the Search For option on the Home page in WFMS.
Click the Person link.
28
s Tadk | New BEtivit
F55A Case Management System
F554 Case Management System
6 Work Queue Dashboard My Shortcuts Search For
O ¥Workspace Process Request for Services 3se
Create spplication Case
Administration Oocument
Task
: = User
Workflow
OR, you may search for a person by clicking the Search option on the left Navigation bar.
y and Social
ces Administration
FSSA Case Management System
(default: Build Number 0044) FS55A Case Management System
O Workspace Process Request for Serwvices Case
Create spplication Case Person
sdministration Document
Task
Lser
[ recentitems )
Get Mext Task
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Step

Searching for a Person

When the Search Person is displayed, enter the available identifying information regarding
the individual in the search fields.

Search Criteria

SSN: |

ICES RID: |

First: | | middlesmr: [ Last:
DoB ; . .
(mmdd iy | & Gender Type:

address Linel: |

| fddress

|

County;

City: |

| state Zip Code;

Ul

Search Result

ICES/Curam Saocial

Ferson Mame Case Securnty AG/Case Type Fayee ST
Murmber Mumber R R

The following table includes a description of each field on the Person Search page.

[ search ][ Reset |[ Cancel |

Asuthorized

Data Element Description
ICES RID (Recipient Identification) Number 12 digits
Social Security Number XXX-YY-2Z7Z

Last Name Up to 15 characters

First Name Up to 15 characters

Middle/MI Up to 1 character

Date of Birth mm/dd/yyyy

Gender Drop-down box with options: M or F

Address Line 1

Address Line 2

City

State Drop down box with State options
Zip Code 5 digits

County Drop down box with options

Type Screening Client, Applicant or Client
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Step Searching for a Person
3. | Conduct a person search using one or more of the following, in the order of preference listed:
v' Social Security Number
v" ICES RID Number
v First and Last Name
v Street/Rural Route, City and State Address (to narrow the results include as many
address fields as available)
v First and Last Name and Address
v First and Last Name and Date of Birth
Click the Search button on the Search Person page.
Search Person
Q Document
O Tasks SSN: | | 1cES RID: | |
QO User
First: | | Middle M1 | | Last:
Do X w .
e | | Gender: Type:
- Address Linel: | | ﬂclljlnrgzs | | County:
recent items
City: | | State: | V| Zip Caode:
[ search ]|[ Reset ][ Cancel ]
ICES/Curarm Social :
Person Mame Case SBCUI’itV AG/CEISB Type Payee w
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Step Searching for a Person
4. | A successful Person Search displays a Person Name, ICES/WFMS Case Number, Social
Security Number, AG/Case Type, Payee, Authorized Representative and Status that matches
the search fields completed.
and Social
= Search Person Help
(e yyy): | | Gender: Type: B
] [ —|
[ search ) Reset ][ Cancel |
Search Result {(Number of Items: 1)
ICES/Curam Social :
; Authorized
Person Mame Ejsaber ﬁE?nL‘;rétry AG/Case Type Bayee Rer U Status
Ima Client E&7 Application Case
If no match is found, Search Results display “Search Result (Number of Iltems: 0)” and
Information displays “Record(s) cannot be found for the search criteria entered.”
Iministration
& Record(s) cannot be found for the search criteria entered,
ssh: || || 1cEs Rip: | |
First: |Ima |Midd|e/MI: | | Last: |Client
e | | Gender: Typa: i
e .
sddress Linel: | | Acﬂj:g;s | |CDunt\;i
i ) w Zip
City: | | State: | | o
[ search ][ Reset |[ Cancel |
§ ] JLm) =) L,U[mil DUL,I. : AUthDriZed
Person Mame Siineb'er iifn%rétrg AG/Case Type Bayee e e Status
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Step Searching for a Person
5. | From the Search Results, click the link of the person’s name that you want to view, or you can
click the Case Number that you want to view.
To view information about the person, click the link of the name of the person you want to
view.
& Search Person
Search Criteria
ssh: | | 1ces piD: | |
First: |Ima | Middle/MI; I:I Last: |Client
DOB . v :
(mm/ddyyyy): | | Gender: Type:
aAddress Linel: | | A?j::;? I:I County:
City: | | State: Zip Code:
( search ][ Reset | [ Cancel |
ICES/Curam Social 1
Person Mame Case Securty AG/Case Type Payee %tiue 4]
Number Mumber enisns falie
Ima Client E67 Application Case
The View Member page displays.
Applicant Information
First Mame: Ima Last Mame: Client
Middle Name/Initial: IC Suffis:
SEN; Date of Birth:
Seut Ethricity:
Is this Person Head of Househald?! Yes
Black or African Mo Mative Hawaiian or Mo Asian: Mo
American: Pacific Islander: S1ar
American Indian ar Mo . Mo . No
Alaskan Native: e HE
All Programs: Mo Health Coverage: Mo Mot Applying: Yes
Food Stamps: Yes Cash #ssistance: Yes
. . : If not a U.S. Citizen, what is
Is this Person a LS, Citizen?: their USCIS #7:
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Step Searching for a Person

d Social

dministraton

Search Person

Search Criteria

To view information about the case, click the link of the Case Number that you want to view.

ssn: || |  wcesriD: |
First: [ima | middlemr: [ Last: [client
a2 | 18 cancer S
Adelress Linat: | | dle [ e
city: | | state: Zip code: |

( search | [ Reset

] [ cancel |

Search Result (Number of Items: 1)

ICES/Curarm Sacial isEeed
Person Mame Case iifnLgr;trv AG/Case Type Pavee Wsen'tative

Irna Client

Number

The Application Case Home page displays.

1d Social
Administration

o Task | MNew Aetivit

Application Case Home: }

g

Options

Access Application
Send AR Information to ICES

Rescan Application
Send AE Information to ICES

application Casze

Help |

Initiate Data Broker

Completed AR in ICES

Completed AE in ICES

1613 Rough 5t
Indianapolis, Indiana
465204

Home Address:

_— %

entitems —— YR

ember Relationships
bsent Parents Details
ssets File Date: 6/21/2007 Preferred Language; English
arned Incomes ; Yes : Food Stamps,Cash,Health
ther Incomes applying for Yourself: Programs applied: Coverage
Hpenses Application Status: PEMDIMG
otes

: Eot Contacts
ommunications
Selee County Of Residence: Marion

1509 1509

Phone Numbers

1613 Rough 5t
Indianapolis, Indiana
46204

Mailing Address:
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Step

Searching for a Person

6. | To start another Person Search, click the Reset button and the search criteria resets the
Person Search page to blank fields.

dmimstraton

Search Person

Search Criteria

Search Result

ssh: | | 1cesrD: | |
First: | | iddle /M1 I:I e e
DiOB i , :
(rem /i) | Gender: Type:
Ee—————— Address Linel: | | Ad;lf’esls I:I County:
—
City: | | State: Zip Code;
[ Search || Reset J|[ Cancel |

ICES/Curam Social

Person Mame Case Security  AG/Case Type  Payee e
Representative
Number Mumber :
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Step Searching for a Person
7. | To end or cancel a Person Search, click the Cancel button.
1d Social
Administraton
Search Person
Search Criteria
SSN: | |  cesrmD: | |
First: |Ima | Middle/MI: I:I Last: |Client
59g [ - =
Gender: Type:
{mm/dd ) Yp
> address Linel: | | AcljerS,S I:I County:
= nez.
& e zip coder [
[ search |[ Reset || Cancel |
Search Result {(Number of Items: 1)
ICES/Curam Social .
Person Mame Casze Security  AG/Case Type Bayee %ﬂtwe
: 4] n
HNurmber Mumber
Ima Client L&7 Application Casze
The FSSA Case Management System Home page displays.
l: v i Social
*8 Administration
FS54 Case Management System
orkspace Process Request for Services Case
Create Application Case Person
Administration Document
Task
User
Get Mext Task
Task Case ID Docurient  Subject Status Priority Due Date
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3.11.3.6 Searching for a Case Work Instructions

Searching for a case is necessary when you are completing a work task or case processing to
determine if a case exists in the system, or to view information that is in a specific case.

If the case is a State Program which is never entered into the ICES system, the results display
as an application, even when case processing is completed.

Steps Searching for a Case
1. | Access the Search For option on the Home page of the FSSA Case Management System.
Click the Case link.
nd Social f"' ) a‘
Admimstration ,'\.N.Ta_dg | New M[tll.l'lt
FS55A Case Management System
FS54 Case Management System
@
Process Request for Services
Create Application Case PerSDn
Administration Document
Task
User
& FSSA Case Management System
F554 Case Management System
. \'-‘urkspat:a Process Eeguest for Services Case
Create spplication Case Person
Administration Document
Task
- e User
[ recentitems Y
|
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Steps Searching for a Case
Then, click the Case option on the left Navigation bar.
A Family and Social
services Admimistration
Search Person
O Document
O Tasks ssh: || | 1cEsrm: | |
O User
First: | | middle/mr: | |
DoBR ] ; ¥
(mm/dd/yyyy): @ Gender:
= R e DR | | A.ddrESS. | |
2. | To display the Search Case page, click the Case link on either the Search For option and the
Case link, or the Search option on the left Navigation bar and the Case link.
v and Social
! Iministration
ICES Case Case [ Case l:l
Number: | | Type: Reference!
DoB ]
- (mmydd/yyyy): |
o ot | | A [ ] oy,
ciy: | — Zpcoder [
[ search ][ Reset |[ Cancel |
Case Mame S5 Case Type Case Reference Date Created Status
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Steps Searching for a Case

3. | Enter available identifying information regarding the case in the search fields.

§ Family and Social

=  Services Administration

Search Criteria

Number: Type., Reference!

DoB

{rm/dd/y yyy): | |

oo | (T —
City: | | State; Zip Code: /

[ search ][ Reset |[ Cancel |

Search Results

Case Mame S5 Case Type Case Reference Date Created Status

The following table includes a description of each field on the Case Search page.

Data Element Description
ICES Case Number 10 digits
Case Type Drop down box options of Screening, Application,
Standard
Case Reference WFMS Case Number
Social Security Number XXX-YY-277Z
ICES Rid Number 12 digits
First Name
Middle/MI Up to 1 character
Last Name
Date of Birth Mm/dd/yyyy
Address Line 1
Address Line 2 Apartment number
County
City
State Drop down box with state options
Zip Code
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Steps

Searching for a Case

v' Case Number (WFMS or ICES)

v
v
v

WFMS Case

AN

page.

v and Social
5 Administration

earch Case

Conduct a case search using one or more of the following in the order of preference listed:

Social Security Number of an individual potentially associated with the WFMS Case
ICES RID Number of an individual potentially associated with the WFMS Case
First and Last Name and Date of Birth of an individual potentially associated with the

First and Last Name of an individual potentially associated with the WFMS Case
Case type, which is a drop down box option of Screening, Application, or Standard

Enter the information regarding the case, and click the Search button on the Search Case

Search Criteria

ICES Case | | Case Case [
Mumber: Type: Reference;

S | | 1cES RID! | |
First: |Ima | Middle/mI; | | Last; E
boe ]

e | (mm/dd/yyyy) |

e R : _

b et | &ddress Linel: | | Mﬁ;ggs | | St [
City: | | State! | V| Zip Code: [

[ Search ]| Reset ][ Cancel |

Search Results {(MWumber of Items: 1)

Case Mame SSN Case Type Case Peference Date Created
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Steps Searching for a Case
5. | A successful Case Search displays the Case Name, Date of Birth, SSN, Case Type, Case
Reference Number(WFMS), ICES Case Number, Date Created (in WFMS), and the Status of
the case that match the search fields completed.
Social
Iministration
Search Case
ICES Case Case ~ Case |:|
Mumber; “ | Type: Reference:
soN; | leesmoi [ |
DoB
{mm/dd/yyyy: |
address Linel: | | Atlj_?r:ggs I:I County:
ciy: e T | —
[ Search ][ Reset |[ Cancel |
Search Results (Number of Items: 1)
Case Mame 55N Case Type Case Reference Date Created Status
Ima Client Application E57 6/21/2007 Open
If no match is found, Search Results displays “Search Results (Number of Items: 0)” and
Information displays “Record(s) cannot be found for the search criteria entered.”
" . N Fan 1 Social :\.
r dministration .:‘
_ Search Case Help
(BReeerd(s) cannot be found for the search criteria entered]
ICES Case Case w Case
Humber: | | Type: Reference:
s | | 1ces mip: | |
- First: [Ima | middlesraz: | | Last: |Client
recent items | DoB |
' Cram/del /iy ) | &
Address Linel; | | A?j:gzs | County: 2
City! | | State: | V| Zip Code:
[ search ][ Reset | [ Cancel ]
| Search Results {Number of Items: 0)
858 MWame 'l EEL) E Case Reference Date Created Status
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Steps Search

ing for a Case

Search Case

Click the link of the person’s name that you want to view.

Search Criteria

The Case Home page displays.

nd Social
Administration

¢

pplication Case Home: ]

Access Application
Send AR Information to ICES

Icsir;nia;r? | | Tff;ZE:l Rafere(r:wiZE:l I:
SSN: | | aeesmm: [ 000 |
First: |Ima |Midd|e/rv11: I:I Last; IE
——————— (mm/ddfw‘.-[f]}%? | ks
Address Linel: | | Acﬁj::;s I:I County:
City: | | state: zip Cade: |
( Search ][ Reset ][ Cancel |

Search Results {(Number of Items: 1)

Case Name SSM  Case Type ‘Case Reference Date Created i
Ima Client Application E67 6/21/2007

Rescan Application Initiate Data Broker

Send AE Information to ICES

: : Completed AR in ICES
ember Relationships

hbsent Parents

pssets File Date:

arned Incomes b e
1er Incomes Applying for Yourself:

Application Status: PENDING

County Of Residence: Marion

1809
Home Address:
45204

6/21/2007

1613 Rough 5t
Indianapolis, Indiana

Phone Numbers

Completed AE in ICES

Preferred Language: English

Food Stamps,Cash,Health

Programs Applied: Coverags

1809

1613 Rough 5t
Indianapolis, Indiana
45204

Mailing &ddress:
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Steps Searching for a Case
7. | To start another Case Search, click the Reset button and the search criteria resets the Case
Search page to blank fields.
Search Case
ICES Case | | ane: Case I:
Number: Type: Reference:
SSN: | | 1ces rip: | |
First: | | Middle Ml | | Last; |:
DOB
(mm/dd ey |
e Address o
Address Linel: | | LA, | | County: I:
City! | | State: | "’| Zip Code: I:
[ search ]|[ Reset J|[ Cancel |
oca Mama Lfemd N Toca Tura maca Dafaranca Mata rroaatad
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Steps Searching for a Case
8. | To end or cancel a Case Search, click the Cancel button.

Search Case

Search Criteria

Document
e ICES Case Case Case
Mumber: “ | Type! z Reference; I:
SSh: | | 1ces riD: | |
First: | | Middle 1 | | Last:
OB .
(ramn/dd Ay | @
Addrass Linel; | | Aclij-rIEZS | | County: I:

City: | | State; Zip Code:

[ search | Reset ||[ Cancel |

Search Results

Case Mame =55 Case Type Case Beference Date Created

8 Family and Social
Administration

45| FS8A Case Management System L Help
Fe=i-ace Management System
Process Reguest for Services Case
Create Application Case Persan
Administration Document
Task
User

Workflow

Get Mext Task

Task Case 1D Docurent  Subject Status Priority Due Date

3.11.3.7 Searching for a Non-Indexed Document Work Instructions

The purpose of this search is to locate a submitted document that is not indexed to a case and,
upon locating the document, index the document to the correct WFMS case. Non-indexed
documents are maintained in a repository of Non-Indexed documents.

This search may occur at multiple points during application, re-determination and reported
change processing; or other Client or eligibility related processing.
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Steps Searching for a Non-Indexed Document
1. | Access the Search For option on the Home page in the FSSA Case Management System.
Administration
FS85A Case Management System
o = FSS5A Case Management System
ork Queue Dashboard
orkspace Process Request for Services EHE)
Create application Case Person
Adrministration
Task
User
Get Mext Task
Task Case IO Document Subject Status Pricrity
Or, you may search for Documents by clicking the Search option on the left Navigation bar.
FS55A Case Management System
F554 Case Management System
O Workspace Process Regquest for Services Case
Create spplication Case Person
Adrministration Docurment
Task
Lser
recent items
Get Mext Task
Task Case ID Document  Subject 5t
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Steps Searching for a Non-Indexed Document
Then click Document.
Search Person
ssh: | | 1ces R | |
First: | | Middla/ M1 | | Last: I:
DoB ] . v .
(e vy ) | | Gender: Type: I:
R address -
Address Linel: | | e | | County: I:
city: | | state Zip Code: |
[ Search ][ Reset |[ Cancel |
ICES/Curam Social
2. | Clicking the Document link displays the Non-Indexed Document Search page.
Non-Indexed Document Search ] Help |
Mon-Indexed Document Search
S | Y| Document: Qa@
Type:
Receipt Date i Receipt Date
From: | | Through: | |
SSN: | |
Clignt First | | Clignt Last | |
Mame: Mame:
Address Linel: | | sddress Line2: | |
City: | | State: | |Zip Code: | |
[ Search | [ Reset ][ Cancel |
action Document Type Document Client Beceipt Date Status
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Steps Searching for a Non-Indexed Document
3. | Enter available identifying information related to the document in the search fields.
P — [ Help |
Mon-Indexed Document Search
'
| | Document: U=
e @ e @
s SSN: | |
Client First | | Client Last | |
Mame: Marme:
Address Linel: | | Address Line2: | |
city: | | state: | | zip code: | ,|/
[ Search | [ Reset ][ Cancel |
Action Document Twpe Document Client Beceipt Date Status
The following table includes a description of each field on the Non-Indexed Document
Search page.
Data Element Description
Social Security Number XXX-YY-22ZZ
Document Type Drop down box option
Document Search field to Select Document Name
Receipt Date From Begin date of search period
Receipt Date Thru End date of search period
Client First Name
Client Last Name
Address Line 1 Street or Rural Route Number
Address Line 2 Apartment or Lot number
City
State Drop down box with state options
Zip code
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Steps Searching for a Non-Indexed Document

4. | Conduct a non-indexed document search using one or more of the following in the order of
preference listed:

e Social Security Number

¢ Name (additional household members or other individuals names may need to be
used to locate some documents)

e Receipt date from (entering a beginning date but not end date results in providing all
of the most current documents)

e Address
e Document type

e Document name

v If no document type or document name is listed in the initial search, all documents
matching the Client’s search criteria are displayed. Using the document type or name
narrows the search and may prevent other necessary documents from being identified
and reviewed for possible indexing to a case.

v' To search for a specific non-indexed document through the Document link, click the
Search link.

E Family and Social

Services Administration

&= Non-Indexed Document Search
MNon-Indexed Document Search

Search Criteria

igation

DDCL_':_T;QF | v| [ Document; ] Qa@
Receipt Date 4 Receipt Date 4 @]
From: | | Through! | |
SSN: | |
Client First | | Client Last
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Steps Searching for a Non-Indexed Document
5. | The Search link displays the Select Document Name page.
Select Document Name
Document Type: | KiEIREELIENE hd
Document Mame:
[ Search ][ Reset |[ Cancel |
Action Document MName
Select the Document Type from the drop down option box and click the Search button.
Select Document Mame
[Dacument Type: v ]
Document Mame:
[ search ]| Reset ][ cancel ]
Action Document Marne
Select Birth Record / Certificate
Select Marriage Record
From the results, click Select in the Action column of the document you want to view.
Select Document Mame
Document Type:
Document MName:
. ( search ][ Reset |[ Cancel |
Locument Mame
Select Birth Pecord / Certificate
Marriage Record
Refer to Section 3.11.2, Document Management WI<insert hyperlink> to link a document to
a case after reviewing it and determining it should be linked to a specific case.
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Steps Searching for a Non-Indexed Document
6. | When a search is completed, a list of documents displays on the Non-Indexed Document
Search page.
B i Services Administration
Non-Indexed Document Search
rson Mon-Indexed Document Search
: LCase
O Tasks
O User pocument Type: | NN | Document:
Receipt Date |g/o1/2007 j Receipt Date
From: | =Y | Through: I:
==1} | |
fecoutiars d : Client First Mame: | | Client Last Mame:
Address Linel: | | Address Line2:
city: | || state: | | zipc
[ Search | Reset |[ Cancel |
Search Results (Number of Items: 40)
Document Tvpe _' Client
EDIT Lnknown
EDIT Lnknown
FOIT Lnkrnwn
e Clicking the Document under the Document link displays the document.
e Clicking the Edit link under Action displays the Capture Non-Indexed Document
Information page to link the document to the case.
navigation
[ save ][ Cancel ]
e : Document;  Medicare Card =N Language: I
Name/Initial Number:
Address Line 1 | | Address Line 2:
city: | | State:
Zip: | | County:
Township: | |
Refer to and Section 3.11.5,
to link a document to a case.
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Steps Searching for a Non-Indexed Document
7. | If no match is found, search results displays “Search Results (Number of Items:0)” and
Information displays “Record(s) cannot be found for the search criteria entered.”
=N & Non-Indexed Document Search
Mon-Indexed Document Search
O Document (aRec:ord(s) cannot be found for the search criteria entered.]
O Tasks
Oiitzer Search Criteria
Document Type; |Vita| Statistics V| Document: &
Receipt Date From: | | RBC?E:DESE? | |
ss: | |
: Client First Mame: |1;g | Client Last Name: [client |
Enter an alternate First Enter an Alternate Last
Mame Mame
Address Linel: | | Address Line2: | |
city: | | State! | ~|
Zip Code: | |
Search | [ Reset | [ Cancel |
[Scorch Resuits Numberoftoms ) ]
Action Document Type Document Client Fieceigt Date Status
8. | If a match is not found or to do another search for Non-Indexed Documents, click the Reset
button and the search criteria resets the Non-Indexed Document Search to blank fields.
' N-F
==-.': Non-Indexed Document Search
Mon-Indexed Document Search
Document Type: Document:
Recaipt Date 4 Receipt Date
From: | | Through! | |
SoN: | |
LecantIais Client First Mame: |Ima | Client Last Marme: |Client
&ddress Linel: | | address Line2: |
City: | | State: | | Zip Code:
[ search ][ Cancel |
&ction CDocument Type Cocument Client Receipt Date
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Steps Searching for a Non-Indexed Document
9. | Clicking the Cancel button ends the search and displays the User Home page.
Non-Indexed Document Search
MNon-Indexed Document Search
=
O Tasks
Receipt Date i Receipt Date ;
From: | | Through: | |
S5 | |
| Client First Mame: [ima | 'client Last Mame: |Client
Address Linel: | | address Line2; |
city: | |l stater | | zip code:
[ Search ][ Reset |[[ Cancel |
Action Document Type Docurment client  Receipt Date
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3.11.3.8 Task Search Work Instructions

The purpose of this search is to locate a task or tasks associated with an individual or case.
This search may also occur if a listing of a specific task type is needed for multiple cases or
individuals.

A task search should be completed when processing any workflow task to see if there are any
other related tasks that can be processed at the same time. Since ICES Alerts will be Tasks, a
Task Search should be conducted before case processing is completed.

Steps Searching for a Task
1. | Access the Search For option on the Home page in the FSSA Case Management System.
Click the Task link.
E—' J.'..|I1I-J|:-. and Soc |..|| ; fil.. " 1
o Sen dministraton __".'_\-Iaﬁ | New Ati:'iuit
FSSA Case Management System
FS5& Case Management System
N ——
Process Request for Services Case
Create Application Case Ferson
Administration Document
User
Get Mext Task
Or, you may search for a task by clicking the Search option in the left Navigation bar.
px! amily and So t..l| P:! >
ces Administration h.:_[ﬂﬁ‘ | New h'ti?-ivit
FS8SA Case Management System
FS5& Case Management System
Process Reguest for Services Case
Create dpplication Case Person
Adrinistration Diocurnent
Task
] — User
Get Mext Task
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Steps Searching for a Task
Then click the Task option.
Search Person
Search Criteria
SSN: | | ices e | |
First: | | Middle,/MI: | | Last:
DOB v .
(e | | Gender: Type:
Address Linel: | | AEIJ_FJreZ? | | County:
| recent items S
City: | | ‘State: Zip Code:
[ search |[ Reset | [ Cancel |
ICES/Curam Social thnreey
Person Hame Case Security  AG/Case Type Payee oo
2. | Clicking either the Search For option and the Task link or the Search option on the left
Navigation bar and the Task option display the Search Task page.
and Social
5 Administration
=
Search Criteria
Task | o ; Task
S | BEf v| Task Type: | v| e
) Due Date |
Username. %@ (ramsdd ey ) | |
ICES Case | | Case | | ICES
Mumber: Reference: RID:
First: | | Middle/MI: | |Last: |:|
[ Search ][ Reset |[ Cancel |
ask 10 Task Type Assigned To Priority Due Date Status
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Steps Searching for a Task
3. | Enter identifying information available regarding an individual or case that is potentially
associated with the task in question in the Search Criteria fields.
Y - - —
and Social , -
b Administration L ¢ g @!
| = Search Task
Search Criteria
Sta-l;iilf | open vl Task Type: | v| TE;;'T |E|
Cue Date F
Username: th%‘ (ramdd Ay ) | |
ICES Case | | Case | | ICES |_|
Murmber: Reference: RID: —
= First: | | Middle/MI: | |Last: |—J/
| [ Search ][ Reset ][ Cancel |
o | TaskID Task Type Assigned To Priority Due Date Status
The following table contains a description of each field on the Search Task page.
Data Element Description
Task Status Drop-down option box
Requires either the first and last name of the Client or
the ICES Case Number or Case Reference Number
Task Type Drop-down option box
Requires either the first and last name of the Client or
the ICES Case Number or Case Reference Number
Task ID
Username
Due Date
ICES Case Number 10 digits
Curam Case Reference Number
ICES RID Number 12 digits
First Name Up to characters
Middle Initial 1 character
Last Name Upto characters
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Steps Searching for a Task
4. | Conduct a task search using one or more of the following in the order of preference listed:
v WFMS Case Number
v ICES Case Number
v ICES RID number
v Task Type
v Task Status
v' Last Name
v First Name
v WFMS Task ID
Click the Search button.
navigation Search Task
St'aTtiiL:{ -v| Task Type: |
Username: Qﬁ@ (mm/d%ﬁy?f?f;? | |
1EES C;ls'e | | _ Case
MWumber: Reference:
First: | | middle/mr |
[ search ]|[ Reset ][ Cancel |
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Steps Searching for a Task
5. | A successful Task Search displays the Task ID, Task Type, Assigned To, Priority, Due Date
and Status of the Task you are searching for.
[ Search | [ Reset | [ Cancel ]
Iﬁ_ﬂ Task Type Assigned To Priority Due Date  Status
12345 Process Application Jo Daniels Medium 03/04/2007 Open
e Clicking the Task ID navigates the user to view the task.
e If no match is found, Search Results displays “Search Results (number of Items: 0)” and
Information displays “Record(s) cannot be found for the search criteria entered.”
Social
Iministration
Search Task
[ﬂ Record(s) cannot be found for the search criteria entered.]
Search Criteria
Stath;‘f Y| Task Type: |MPACT Referral
S ] Due Date
Username: %@ (mm'/dd/\.fwv): | |
ICES Case | | Case |
recent items ; Murmber: Reference:
First: |Ima | Middle/ML: |
[ Search ][ Reset ][ Cancel |
Task ID Task Type Assigned To Priority Due
6. | To start another Task Search, click the Reset button, and the search criteria resets to blank
options.
& Search Task
Search Criteria
StaZiSSL? ':":'E”-' v| Task Type: |
; Due Date &
Username; Q@%‘ (mmlgld}’}?}f\;\,f}: | |‘
ICES Case | | Case |
Mumber: Reference:
First: | | middle/mn |
recent items
[ search ]| Reset J|[ cancel |
Search Results
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Steps Searching for a Task
7. | To end or cancel a Task Search, click the Cancel button and the User Home page displays.
on — s| Search Task
Task | T ; ;
G Lt M Task Type! | v|
. Due Date 4
Username: Qa%‘ (ramyddAyy; | |
ICES Case | | Case | |
Mumber: Reference:
= First: | | middig/mr | |
[ search | [ Reset |[ Cancel |
Task ID Task Type Assigned To Prigrity Due Date Statu
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3.11.3.9 Searching for an Internal User Work Instructions

The Internal User search may be used to locate contact information for a system user who has
completed tasks on a specific case (WFMS or ICES).

Steps Searching for an Internal User
1. | Access the Search For option on the FSSA Case Management System Home page.

o

social -f"g-

s tration

$oi Task | New Activit

FSSA Case Management System

My Shortcuts Searl:h For

Process Reguest for Services Case
Create Application Case Person
Administration Document
Task

User

recent items

Workflow
Get Mext Task

My Tasks
Task Case 1D Document  Subject Status Priority

~ ¥

'] r‘! L] *
':__l{_.,.:_l'.gsﬂ_c | Mew Jkl:"lé'iyit

_—
navigation A FSSA Case Management System

FS5A Case Management System

Process Request for Services Case

Create Application Case Person

Administration Document
Task
User

recent items

Workflow

Get Mext Task

My Tasks
Task Case ID Document  Subject Status
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Steps Searching for an Internal User
2. | Clicking either the Search For option and the User link, or the Search option on the left
Navigation bar displays the Search User page.
_ [
First Mame: | | Last Mame:
Username: | | ICES User Mumber: |0
Jok; &, Organization Unit:
Location: &, i Include Inactive Users: [
[ Search ][ Reset ][ Cancel |
Search Results
Marne Usernarme - Business Phone Location Jdob Statu
Number
3.

amily and Social
& Administration

a Search User

Enter available identifying information regarding the Internal User in the search fields.

(

R |
First Mame: | | Last Mame: |:
Username;: | | ICES User Number: 0
Jok; &, Organization Unit:
Location: &, i Include Inactive Users: [
[ Search ][ Reset ][ Cancel | d
Search Results
Name Username ﬁ Business Phane Location Job  Statu
The following table includes a description of each field on the User Search page.
Data Element Description
First Name User's First Name
Last Name User’s Last Name
User Name Internal User
ICES User Number Internal User’s ICES User ID
Job Position title of Internal User
Organization Unit Unit assignment of Internal User
Location Office assignment of Internal User
Include Active Users Current system status of Internal User
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Steps Searching for an Internal User
4. | Conduct an internal user search using one or more of the following in the order of
preference listed:
+ Last name of User
v First name of User
v" Name of user
v ICES user ID
v Office location of user
v' Organizational Unit the user is a member of
v' User’s job/position title
v' Current status of the user
Click the Search button.
@ Search User
First Name; | | Last Mame: I:
Username; | | ICES User Number; [0
Job: %%‘ Organization Unit:
Location: & Include Inactive Users: [
( search )| Reset |[ Cancel ]
Harne Usernarme %ﬁfen Business Phone m
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Steps Searching for an Internal User

5. | A successful User Search displays the Name, Username, ICES User Number, Business
Phone, Location, Job, and Status.

Mams Usemame [CES User Busin i Job
e JoES g Pﬁgn:ss Locabion Job Status

ily and Social

ices Admimistration

a Search User

Search Criteria

First Mame: |Linda | Last Marme: |Steinkuh| |

Username: | | ICES User Number: |D |

Job: &, g Organization Unit: &,
Location: %%‘ Include Tnactive Users: [

[ search ][ Reset | [ Cancel |

Search Results {(Number of Items: 7)

Marme Usernarne ICES User ms—s Location Joh Status
MNurrber Phone

Linda et 0 Grant - CC Tier 1 Intake At
Steinkuhl 27000 Consultant 9

Linda Grant - .
Steinkuhl lswgBea 0 57000 WG 8 EA 16 Active
Linda : Grant - : :
Stainkuhl IscctierZes o 57000 CC Tier 2 ES 10 Active

e Users do not have the ability to go to the User home page from the Results list.
e Users can only see a listing of users for the entered search criteria.

If no match is found, Search Results displays “Search Results: (Number of Items:0)” and
Information displays “Record(s) cannot be found for the Search Criteria entered.”

B search User

[6 Record(s) cannot be found for the search criteria entered. ]

Search Criteria

First Mame: |Ima | Last Mame: |Client
Username: | | ICES User Number: |D
Job: =) Organization Unit: =N
recent items | Location: %%‘ Include Inactive Users: [

[ search ][ Reset |[ Cancel |

Search Results (Number of Items: 0)

HName Username Business Phone Location Job  Status
urmber
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Steps Searching for an Internal User
6. | To start another User Search, click the Reset button and the search criteria resets the User
Search to blank fields.
Search Criteria
First Mame: | | Last Mame:
Username; | | ICES User Mumber: |0
Job: =N Organization Unit;

Location: &, I Include Inactive Users: [
rerPTT _ ( search | [ Reset | [ Cancel |
e ame Username I,\——FE,;Sh:SBr Business Phone Location dot

7. | Toend or cancel a User Search, click the Cancel button and the User Home page displays.
B search user
First Mame: || | Last Name;
Username; | | ICES User Mumber: |0
Job: = A=) Organization Unit:

Location: &, I Include Inactive Users: [

SCanETtaThs [ search ) [ Reset || cancel |
Hame Username %Bfer Business Phone Location g
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3.11.4 Sending Notices

3.11.4.1 Overview

The Send Notice work instructions describe how Coalition and State employees in a Service
Center or Help Center create and manage outbound correspondence. The Workflow
Management System (WFMS) adds capabilities for automating correspondence not currently
available in ICES, so outbound correspondence is generated from both the WFMS and ICES.

Notices automatically generated through actions taken in ICES continue in the modernized
solution; WFMS does not duplicate such notices. Rather, the WFMS augments the notice
module in ICES and allows the system or the user to automate correspondence that would
otherwise be done on a manual (hard copy) form or notice.

After outbound correspondence has been created in the WFMS, the system records any due
date(s) associated with the notice, generates the documents and bar-coded cover sheet in the
recipient’s preferred language, and then sends a request to the Outbound Mail Service Provider
for mailing. All correspondence is mailed by default unless the correspondence is manually
marked as “Printed.” The WFMS creates a pending response task to track correspondence that
requires a response. Images of all outbound correspondence are stored in the WFMS
correspondence history for the associated recipient case record and are accessible for
reference if the Client calls with questions or requests a copy be mailed again.

3.11.4.2 Correspondence Status in the WFMS

The WFMS maintains four statuses for correspondence. A correspondence status of
“Scheduled” indicates the correspondence has been created and is scheduled for mailing. A
correspondence status of “Mailed” indicates the correspondence has already been mailed to
the designated addressee. A correspondence status of “Printed” indicates the correspondence
has been printed locally at a Help Center and therefore not mailed to the designated addressee.
A correspondence status of “Re-mailed” indicates a copy of previously mailed correspondence
has been re-mailed to the designated addressee.

3.11.4.3 Create Correspondence in the WFMS

If more than one form/notice is included in the outbound correspondence, only the first
form/notice selected is listed on the Correspondence page. Therefore, it is best practice to
select the most relevant form/notice first. For example, if there is a need to create a FI 2032
Pending Verifications for Applicants-Recipients and include additional forms/notices, select the
FI 2032 Pending Verifications for Applicants-Recipients first so the Correspondence page lists
this as the detail line item.

Note: It is a standard practice for all Coalition staff to attempt collateral contacts when available
and allowed by policy in an effort to avoid pending for the information.

Updating information during the Create Correspondence process in the WFMS does not update
the case information in either the WFMS or ICES. Any information modified during the Create
Correspondence process is only applied to the specific outbound correspondence. Therefore,
correct the information either in ICES or the WFMS. All information should be updated in ICES
if a case exists; if no ICES case exists, update the information in the WFMS.

Note: The FI 2032 Pending Verifications for Applicants-Recipients is pre-populated with
information requested on the Pending Verification Checklist. Therefore, it is necessary to
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complete the Pending Verification Checklist in the WFMS before creating correspondence. The
FI 2032A Pending Verifications for Applicants-Recipients for Application Case is NOT pre-
populated with information requested on the Pending Verification Checklist. The FI 2032A
Pending Verifications for Applicants-Recipients for Application Case should be used when only
an application case exists.

Step Create Correspondence in the WFMS
1. | If the form to be sent is a FI 2032 Pending Verifications for Applicants-Recipients, follow
Steps 2-6. If the form is not a 2032, go to Step 8.
2. | From the Case Home page, select Pending Verification Checklist from the left Navigation
bar.
T |[(©
: Pending Verifications Checklist: LOIS GRIFFIN - 3000337737 f_é:;.f;: ]
Read Previous Checklist Read Current Checklist Create Checklist
—]
Type: Pending Verification Checklist Status:
: Checklist: 0 of O In Progress/Completed:  0/0
Required Checklist Item Clients
El Age
O Us Citizenship
[El Immigration Status
.41} Social Security Number
(] Residence / Shelter Expense
O Utility Expense
El Relationship
| il Tdentit
The WFMS displays the Pending Verification Checklist page.
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Step

Create Correspondence in the WFMS

If the Pending Verification Checklist already contains marked boxes, it is necessary to
remove any previously entered information. To remove the information, scroll to the bottom
and click Edit.

O Members

O Addresses

O Phone Numbers

© Pending Verification
Checklist

O Data Collection
Checklist

O Second Party Review
Checklist

O Change Checklist

O Solicited Documents
Requests.

O Correspondence

O Notes

O Asset/Trust Review
O Benefit Recovery

O Tasks

recent items

(e )

The WFMS refreshes the Pending Verification Checklist page with the household members
under the Clients column.

© The oldest checklist is being displayed

Read Previous Checklist Read Current Checklist

Checklist Details
Type: Pending Verification Checklist
Checklist: 1 of 1

Status: In Progress
In Progress/Completed: 1 (1)/0

Chechlist Items
Required Checklist Item Clients

Age

US Citizenship

Immigration Status

Social Security Number

Residence / Shelter Expense

Utility Expense

Relationship

Identity

Bank Accounts / Financial Holdings

Vehicles

Real Property / Life Interest

Life Insurance

Release of Information

Unearned Income

Lump Sum Income

Earned Income

Dependent Care Expense

Support Payments

Third Party Medical Resources

Documentation of Disability / Pregnancy / Medical Condition

Immunization Records

Other Medical Expense Submit Onlinetesttwo

Other :

Other :

Summary of Eligibility Redetermination Information

FEEEAEREEEAEAAAEAAAEEEEEAAEEAERE @A

Notice Regarding Rights and Responsibility

Additional Information
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Step

Create Correspondence in the WFMS

To uncheck a box, click on the checkmark. To remove the Client selection, hold down the
Ctrl button and click the name to “un-select.” Repeat until all previously entered information
has been “un-selected.”

|
O Dependent Care Expense
O Support Payments
O Third Party Medical Resources
O Documentation of Disability / Pregnancy / Medical Condition ’m
0O Immunization Records
Other Medical Expense = l
0 Other | | [Submit onfinetesttwo
o Other| | [Submit onlinetesttwo
O Summary of Eligibility Redetermination Information
O Notice Regarding Rights and Responsibility

Additional Information

Check the box next to each checklist item for which verification is required. Click the
client/applicant name for which verification of an item is required. If more than one
applicant/client needs to be selected, hold down the Ctrl button as you select each person.
If a name was selected in error and needs to be removed, hold down the Ctrl button and
click the name to “un-select.”

)
- <y
(o

Pending Verifications Checklist: LOIS GRIFFIN - 3000337737

N Checklist Details

recent items

Type: Pending Verification Checklist Status:
Checklist: 0 of 0 In Progress,’(fompieted: 0/0
Checklist Items
Required Checklist Item Clients
B Age CHRIS GRIFFIN

PETER GRIFFII
US Citizenship CHRIS GRIFFIN

PETER GRIFFII
Immigration Status CHRIS GRIFFI

PETER GRIFFTI

Social Security Number CHRIS GRIFFIN
PETER GRIFFIN

Residence / Shelter Expense EG

Utility Expense CHRIS GRIFFIN
PETER GRIFFII

Relationship CHRIS GRIFFII
PETER GRIFFII

Identity CHRIS GRIFFIN
PETER GRIFFTI

CHRIS GRIFFIN

PETER GRIFFII

Real Property / Life Interest CHRIS GRIFFII
PETER GRIFFTI

Life Insurance CHRIS GRIFFIN
PETER GRIFFIN

i I R |

3]

B ™M @

3]

Bank Accounts / Financial Holdings

Vehicles

B @ 3
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Step Create Correspondence in the WFMS
6. | Enter any additional information in the Other box(es) or Additional Information box if
necessary. If a household member has been added to the ICES case, but has not yet been
updated in the WFMS case, use the Other box(es) to request verification for this individual.
O Dependent Care Expense ’m
O Support Payments F(’::_ESR 22_?;2,:':'
O Third Pary Medical Resources I’m‘
O Documentation of Disability / Pregnancy / Medical Condition I’m‘
F Immunization Records ’m
O Other Medical Expense .CHRIS GRIFFIN ||
|PETER GRIFFIN v |
Other Blrth Certificate for Stewie Griffin EII;I_FFI.;SR EEIEIEII::
e —— Jeren e e
O Summary of Eligibility Redetermination Information
Fl Notice Regarding Rights and Responsibility
Additional Information
Save ) (Cancel )
Note: since applicants for Medicaid may be eligible to receive benefits three months prior to
e month of application if they meet eligibility requirements, be sure to request specific
th th of lication if th t eligibilit ts, b t t f
information needed for this time period. For example, when income is requested for the
retroactive month to determine eligibility, specify exactly what is needed on the 2032, not a
eneral statement to “return income.” All income and resources available to applicants mus
| stat t to “ret All d lable t I t t
be verified for each month and entered on appropriate ICES screens when received. If the
includes only a general request, this information will have to be requested again when
2032 includ I I t, this inf t II'h tob ted h
the next user tries to complete the tasks when the client sends in something, but not what
was specifically needed.
For Hoosier Healthwise cases, simplified verifications are used in determining eligibility for
retroactive Medicaid coverage. If the applicant/recipient states that current income is a
reflection of income in the past three months, no further verification is needed.
February 29, 2008 Page 3.11-86 Version 1.4

Indiana Eligibility Modernization Project Volume 4. Service Center Processes and Procedures



Step

Create Correspondence in the WFMS

When the selection of verifications and names is complete, click Save.

Dependent Care Expense CHRIS GRIFFIN
PETER GRIFFIN ¥/

Support Payments CHRIS GRIFFIN
PETER GRIFFIN

Third Pary Medical Resources CHRIS GRIFFIN
PETER GRIFFIN v

Documentation of Disability / Pregnancy / Medical Condition |CHRIS GRIFFIN
PETER GRIFFIN ¥

Immunization Records CHRIS GRIFFIN
PETER GRIFFIN

Other Medical Expense CHRIS GRIFFIN
PETER GRIFFIN

Other | | [crres eriFFn~
PETER GRIFFIN %/
Other | | [cHris GriFFIN [~
PETER GRIFFIN |

Summary of Eligibility Redetermination Information

MM M M M M &M M M

Notice Regarding Rights and Responsibility

Additional Information

(swve ) (canesi )

The WFMS refreshes the Pending Verification Checklist page with the requested
information.

From the Application or Case Home page, click Correspondence from the left Navigation
bar.

':* & 3, .08
Correspondence: LOIS GRIFFIN - 3000337737 Help |
Action Addressee Correspondence Name Mail Date Due Date Status AG
Action Addressee Correspondence Name Mail Date Due Date Status AG
The WFMS displays the Correspondence page.
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Step

Create Correspondence in the WFMS

Click Create.

& Correspondence: LOIS GRIFFIN - 3000337737 Help

Mailing Correspondence List
O Members Action Addressee Correspondence Name Mail Date Due Date Status AG

Qiaddne- ICES C d List
- b orrespondence Lis
O Phone Numbers. P

Action Addressee Correspondence Name Mail Date Due Date Status AG

Q Pending Verification
Checklist

Q Data Collection:
Checklist

O Second Party Review
Checklist

Q Change Checklist

O Solicited Documents
Requests

Q Correspondence

O Notes

O Asset/Trust Review
QO Benefit Recovery
O Tasks.

The WFMS displays the Create Correspondence page.

10.

Using the drop down box, select the Addressee Type (Participant, Authorized
Representative, or Third Party).

navigation Create Correspondence
CorrespondenceDetails - Addressee
Addressee Type: |Participant
| recent items | If Address Type is Participant, select the Member Name

Addressee Name: |LOIS GRIFFIN

If Address Type is Third Party or Authorized Representative

Addressee Name: |

Enter Address Details for Third Party or Authorized Representative. Information is optional for Participant

Address Line 1: I

Address Line 2: I

City: I
s | ¥
zip: |
Select The Participant This Correspond e Is In Regards To
Member Name:
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Step Create Correspondence in the WFMS

11. | Using the drop down box, select the Addressee Name. Since the address in WFMS is a
physical address, review ICES to determine if a current mailing address is available for use
in sending correspondence.

Note: This field is only required if Participant is selected as Addressee Type.
\i v ) & & )
= e A
:%. Create Correspondence @
CorrespondenceDetails - Addressee
Addressee Type: |Participant
| recent items If Address Type is Participant, select the Member Name
( Addressee Name: ]
If Address Type is Third Party or Authorized Representative
Addressee Name: |
Enter Address Details for Third Party or Authorized Representative. Information is optional for Participant
Address Line 1: I
Address Line 2: |
City: I
e [al
zip: |
Select The Participant This Correspond e Is In Regards To
Member Name:
12. | If Third Party or Authorized Representative is selected as the Addressee Type, enter the

Addressee Name (e.g. McDonalds, Wal-Mart, Fifth Third Bank, etc).

- : o
$ = =
o A

+| Create Correspondence

recent items | If Address Type is Participant, select the Member Name

CorrespondenceDetails - Addressee

Addresses Type:

Addressee Name:

| Third Party |i|

If Address Type is Third Party or Authorized Representative
Addressee Name:

|WaEfMart

Enter Address Details for Third Party or Authorized Representative. Information is optional for Participant
Address Line 1:

Address Line 2:

City: |
zip: |
Select The Particip This Cor pond Is In Regards To
Member Name:
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Step

Create Correspondence in the WFMS

13.

applicant/Client’'s new address here.

screen.

Create Correspondence

recent items | 1 Address Type is Participant, select the Member Name

If Address Type is Third Party or Authorized Representative

Enter Address Details for the Third Party or Authorized Representative. If an address has
been changed in ICES but has not yet been updated in the WFMS case, enter the

Note: Updating addresses on this screen does not update the address information in the
WFMS or ICES. If an ICES case exists, update the appropriate ICES screen with the
correct information. If an ICES case does not yet exist, update the appropriate WFMS

CorrespondenceDetails - Addressee

Addressee Type:
Addressee Name:

Addressee Name:

(o

Heip |

[l

|Third Party

M

!WalfMart

Enter Address Details for Third Party or Authorized Representative. Information is optional for Participant
Address Line 1:
Address Line 2:
City:

State:

Zip:

[3240 5 Western Ave

|Mariun

[46953

Select The Participant This Correspondence Is In Regards To

Member Name:

LOIS GRIFFIN ||

14. | Using the drop down box, select the Member Name.

oy

Iministration

e
-

Create Correspondence

1 navigation b =

recent

CorrespondenceDetails - Addressee

If Address Type is Participant, select the Member Name

If Address Type is Third Party or Authorized Representative

Select The Participant This Corr d e Is In ds To

Addressee Type:

Addressee Name:

Addressee Name:

Enter Address Details for Third Party or Authorized Representative. Information is optional for Participant
Address Line 1:

Address Line 2:

City:

State:

Zip:

(o

EHelp |

Participant

LOIS GRIFFIN

( Member Name:

MEG GRIFFIN ]

Save

Cancel
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Step

Create Correspondence in the WFMS

15.

Once all Addressee Details have been entered, click Save.

an Socis -— G
> uno;
| navigation -' Create Correspondence Help }
CorrespondenceDetails - Addressee

Addressee Type: ‘ Participant H

: If Address Type is Participant, select the Member Name

Addressee Name: |LOIS GRIFFIN |v

If Address Type is Third Party or Authorized Representative

Addressee Name: ‘

Enter Address Details for Third Party or Authorized Representative. Information is optional for Participant

Address Line 1: |

Address Line 2: |
City: |
st [l

Zip: I

Select The Participant This Corresp e Is In Reg To

Member Name: |MEG GRIFFIN |
| )

The WFMS displays the Select Correspondence Type page.

16.

Under the Program Selection cluster, select the appropriate assistance group for which the
correspondence is to be sent.

&| Select Correspondence Type Help |

Program Selection

Assistance Group: |Food Stamps
recent items Cancel

Select the correspondence type
Action Document ID Name
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Step Create Correspondence in the WFMS
17. | Click Search.
The forms/notices associated with the chosen assistance group populate under the Select
the Correspondence Type cluster.
Hom
evea e
-
Select Correspondence Type @
Assistance Group: |] .
Action Document ID Name
rSaIect\M Auth Rep Authorized Representative Form B
Select|View Aux Ben Auxiliary Benefits Notice
Select|View Blank Blank Template
Select|View Cert Assign Client Certification & Assignment
Select|Vview DFR CCDF DFR CCDF Referral
Select|View FI 0007 Notice Of Interview-Appointment
Select|View FI 0009 Notice Regarding Rights and Responsibilities
Select|View FI 0014 Authorization for Release of Financial Information
Select|View FI 0022 Shelter Collateral Request
Select|View FI 0042 Notice of Missed Interview
Select|View FI 0065 Request for Earnings Information
Select|View FI 2030 Application For Hoosier Healthwise
Select|View FI 20305 Hoosier Healthwise Para Ninos Y Mujeres
Select|View FI 2032 Pending Verifications for Applicants-Recipients
Select|View FI 2032 (A) Pending Verifications for Applicants-Recipients for Application Case
Select|View FI 2246 Notice of Disqualification
Select|View FI 2326 Notification of Requirement to Provide Documentation of Citizenship
Select|View FI 2420 Report of Change
Select|view FI 2421 Change Reporting Requirements
Select|View FI 2510 Consent for Release of Social Security Number
Select|View FI 2511 Consent for Release of Information
Select|View FIFS 0041 Notice of Action
Select|View Gen Cov General Use Document Cover Sheet
Select|View IMP 0007 Self-Sufficiency Plan For Impact Client
Select|View IMP 0031 Follow-Up Appointment for Impact
Select|view IMP 2210 Notice of Noncompliance with Impact Requirements
Select|View IMP 2641A Claim - Voucher For Food Stamp Child Care
Select|View IMP 26418 Claim Voucher - For Food Stamps
t|View IMP 2641C Claim Voucher
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Step

Create Correspondence in the WFMS

18.

Identify the form/notice to be sent. If necessary, click either Document ID or Name to sort
the results list.

Select Correspondence Type Feip

Program Selection

Assistance Group:

Select the correspondence type (Number of Items: 29)

Action Document ID Name

Select|View Auth Rep Authorized Representative Form

Select|View Aux Ben Auxiliary Benefits Notice

Select|View Blank Blank Template

Select|View Cert Assign Client Certification & Assignment

Select|View DFR CCDF DFR CCDF Referral

Select|View FI 0007 Notice Of Interview-Appointment

Select|View FI 0009 Notice Regarding Rights and Responsibilities
Select|View FI 0014 Authorization for Release of Financial Information
Select|Vview FI 0022 Shelter Collateral Request

Select|View FI 0042 Notice of Missed Interview

Select|View FI 0065 Request for Earnings Information

Select|View FI 2030 Application For Hoosier Healthwise

Select|View FI 20305 Hoosier Healthwise Para Ninos ¥ Mujeres
Select|View FI 2032 Pending Verifications for Applicants-Recipients
Select|View FI 2032 (A) Pending Verifications for Applicants-Recipients for Application Case
Select|View FI 2246 Notice of Disgualification

Note: To view a display only copy of the form/notice, click View under the Action column. A
display only copy of the form/notice opens in a separate window.

Select Correspondence Type Feip

Program Selection

Assistance Group:

recent items
Action Document ID Name
Selec Auth Rep Authorized Representative Form
Selecll| View | Aux Ben Auxiliary Benefits Notice
Selecll| View | Blank Blank Template
Selecll| View | Cert Assign Client Certification & Assignment
Select DFR CCDF DFR CCDF Referral
Seleclf| View | FI 0007 Notice Of Interview-Appointment
Selecll| View | FI 0009 Notice Regarding Rights and Responsibilities
Selecll| View | FI 0014 Authorization for Release of Financial Information
Selecll| view | FI 0022 Shelter Collateral Request
Selecll| View | FI 0042 Notice of Missed Interview
Selecll| view | FI 0065 Request for Earnings Information
Selecll| View | FI 2030 Application For Hoosier Healthwise
Selecll| view | FI 2030S Hoosier Healthwise Para Ninos ¥ Mujeres
Selecll| View | FI 2032 Pending Verifications for Applicants-Recipients
Selecfl| view | FI 2032 (A) Pending Verifications for Applicants-Recipients for Application Case
Saleci iew J FI 2246 Notice of Disgualification
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Step

Create Correspondence in the WFMS

19.

Click Select to designate the form/notice to be sent.

Action Document ID Name
(Sclectview Auth Rep Authorized Representative Form

Select|View Aux Ben Auxiliary Benefits Notice

Select{View Blank Blank Template

Select|View Cert Assign Client Certification & Assignment

Select|view DFR CCDF DFR CCDF Referral

Select|view FI 0007 Notice Of Interview-Appointment

Select{View FI 0009 Notice Regarding Rights and Responsibilities
Select{view FI 0014 Authorization for Release of Financial Information
Select|view FI 0022 Shelter Collateral Request

Select|View FI 0042 Notice of Missed Interview

Select{View FI 0065 Request for Earnings Information

Select{View FI 2030 Application For Hoosier Healthwise

Select|view FI 2030S Hoosier Healthwise Para Ninos ¥ Mujeres
Select|View FI 2032 Pending Verifications for Applicants-Recipients
SelectView FI 2032 (A) Pending Verifications for Applicants-Recipients for Application Case
Select)View FI 2246 Notice of Disgualification

If the form/notice to be sent is not listed, refer to Section 3.11.4.11, Create Correspondence
from the File Server<insert hyperlink>.

The WFMS displays the Create Correspondence Details page.

20.

Review correspondence details for accuracy.

o Verify the Mail Date field is correctly populated. To modify the Mail Date, either enter the
date (mm/dd/yyyy) or click the Calendar icon. Select the appropriate Mail Date. The
WFMS updates the Mail Date.

o Verify the Due Date field is correctly populated. To modify the Due Date, either enter
the date (mm/dd/yyyy) or click the Calendar icon. Select the appropriate Due Date. The
WFMS updates the Due Date.

Primary Addressee Details

LOIS GRIFFIN Participant 4032 EVENING DR,
Addressee: Addressee Type: Address: INDIANAPOLIS, IN
recent items 46202

Correspondence Details

Member Name: MEG GRIFFIN

Mail Date: [10/23/2007 &
Due Date: |11/23/2007 &

Pending Verifications for Applicants
Recipients

Status: Scheduled

Correspondence Name:
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Step

Create Correspondence in the WFMS

21.

Once the Mail Date and/or Due Date have been modified (if applicable), click Save.

navigation Create Correspondence Details: Pending Verifications for Applicants-Recipients

Primary Addressee Details

LOIS GRIFFIN : Participant 4032 EVENING DR,
= Addressee: Addressee Type: Address: INDIANAPOLIS, IN
recent items 46202

Correspondence Details
Member Nzme: MEG GRIFFIN Mail Date: [10/23/2007 &

Correspordence Name: Ezfg;%;erjﬁcatfons for Applicants- Due Date: 11/23/2007 G

Status: Scheduled

The WFMS displays the Edit Document page and opens an image of the form/notice in a
separate window.

22.

Review the image of the form/notice to verify all data fields have been correctly populated.

] Existing Ctiram Document - Microsoft Word

i Fle Edit View Insert Format Tools Table Window Help Typea question forhelp = X

. 302,

2, PENDING VERIFICATIONS FOR
APPLICANTS /RECIPIENTS

' State Form 42840 (R7 /11-08) / FI 2082

DATE: 10/23/2007

YOUR DEADLINE FOR SUEMITTING THIS INFORMATION TSt
1142372007

} MAILOR FAX YOUR INFORMATION TO:
MEG ___ GRFFIN FS5SA Document Center
[Taserumber PO Box 1310

Marion, Indiana 48952
Fax#: 1-800-403-0864

Each box checked below indicates information which is needed to determine your eligibility for Temporary Assistance to Needy
Families (TANF), Medicaid / Hoosier Healthwise and Food Stamps. If you do not have the exact papers listed below, you may
send/bring in others that provide the same information. You must submit the requested papers by the above deadline or your benefits
will be denied or discontinued.

We have enclosed a Document Cover Sheet It is important that you include a copy of this Document Cover Sheet with any
information you send; it will help us process your case faster. Also, please write your name and Social Security Number on all of the
«copies you send. If you have questions, contact FSSA at 1-800-403-0864 Monday through Friday 7:00 AM —7:00 PM. If you prefer to
drop off your information at an FSSA local office you may contact the number above to receive address information for an office near
you

Proofof: For:

T Age
Birth cerfificate, baptismal, medical and school records, military records, court
records

Birth ceriificate, Immigraion and Naturalizaion Service records, baptismal,
medical and schoal records, military reconds, court records

T Immigration Staius
Immigration and Maturalization Service records

| Social Security Number
Social Security card, proof of application for Social Security card, Social
Security or S3I benefit lefter, W-2 form

23.

Enter any additional comments in the appropriate fields on the form/notice.

Note: The FI 2032 Pending Verifications for Applicants-Recipients is pre-populated based
on information requested on the Pending Verification Checklist. Therefore, it is necessary to
first update the Pending Verification Checklist before creating a FI 2032.
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Step

Create Correspondence in the WFMS

24.

Once all information has been reviewed and any additional comments have been entered,
click the X in the upper right corner.

i fle Edit View Insert Format Tools Table Window Help Typea question forhelp  « X
« A P BCH
s -

Show = | =0 2 5

PENDING VERIFICATIONS FOR
" APPLICANTS / RECIPIENTS

State Form 42840 (R7 / 11-08) / F1 2082

DATE: 10/23/2007

YOUR DEADLINE FOR SUBMITTING THTS INFORMATION 150

[ MAILOR FAX YOUR INFORMATION TO: |
MEG  GRE FSSA Document Center

[Casenumber PO Box 1810

73 Marion, Indiana 46952
Fax#: 1-500-403-0864
Each box checked below indicates information which is needed to determine your eligibility for Temporary Assistance fo Needy
Families (TANF), Medicaid / Hoosier Healthwise and Food Stamps. If you do not have the exact papers listed below, you may
send/bring in others that provide the same information. You must submit the requested papers by the above deadline or your benefits
will be denied or discontinued.

‘We have enclosed a Document Cover Sheet. It is important that you include a copy of this Document Cover Sheet with any
information you send: it will help us process your case faster. Also, please write your name and Social Security Mumber on all of the
‘copies you send. If you have questions, contact FSSA at 1-800-403-0864 Monday through Friday 7:00 AM — 7:00 PM. If you prefer to
drop off your information at an FSSA local office you may contact the number above to receive address information for an office near
you.

Proof of: For:

Birth cerfificate, baptismal, medical and school records, military records, court
records

T UST
Birth cerfificate, Immigrafion and Maturalizafion Service records, bapfismal,
medical and schoaol records, military reconds, court records

N Stafus
Immigration and Naturalization Service records

| o
Socia Security card, proof of application for Social Security card, Social
Security or SSI benefit lefter, W-2 form

The WFMS saves the form/notice back to the server and displays the Create
Correspondence Details page.
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Step Create Correspondence in the WFMS

25. | Review all Addressee Details for accuracy. Verify that all Authorized Representatives
designated to receive notices for applicant/Client and the chosen assistance group are
listed.

Help |
Primary Addressee Details

LOIS GRIFFIN Participant 403 EVENING DR ,
Addressesa: Addressee Type: Address: INDIANAPOLIS, IN
456202
Correspondence Details
Member Name: MEG GRIFFIN Mail Date: 10/23/2007

Pending Verifications for 11/23/2007
Applicants-Recipients

Scheduled

Correspondence Name: Due Date:

Status:

Add Addressee

Addressee Details

Action Addresses Addressee Type Address
Edit|Delete  Lane Griffin Authorized Representative 100 N Illinois St , Indianapolis, IN 46201

(Add Additional Correspondence |

Additional Correspondence

Action Correspondence Name
Attach Document
Document Attachment

Action Document Mame Document Type

((Preview | Save [ Cancel |

e To add an addressee, refer to Section 3.11.4.4, Add Addressee<insert hyperlink>.

e To modify Addressee Detalils, click Edit. The WFMS displays the Edit Correspondence
Details page. Once information has been modified, click Save. The WFMS displays the
Create Correspondence Details page.

Note: Updating addressee details on this screen does not update the information in the
WFMS or ICES. If an ICES case exists, update the appropriate ICES screen with the
correct information. If an ICES case does not yet exist, update the appropriate WFMS
screen.

e To delete an addressee, click Delete next to the addressee to be deleted. The WFMS
displays the Delete Correspondence Addressee page. Click Yes. The WFMS displays
the Create Correspondence Details page.

26. | Determine if any additional forms/notices should be included in the correspondence packet.
If no additional forms/notice should be included, skip to step 28.

Note: In order for the WFMS to create tasks for any pending response(s) based on due
date(s) for Medicaid Disability notices, a separate correspondence packet must be created
for the following notices:

Select|View FI 2320 Medicaid Disability Initial Action Notice to Applicant
Select|View FI 2321 Medicaid Disability Follow-Up Action Notice to Applicant
Select|View FI 2322 Medicaid Disability Initial Request to Provider for Records
Select|View FI 2323 Medicaid Disability Follow-Up Request to Provider for Records
Select|View FI 2324 Medicaid Disability Request to Applicant to Obtain Records
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Step Create Correspondence in the WFMS

27. | Click Add Additional Correspondence.

reate Correspondence Details: Pending Verifications for Applicants-Recipients Help |

Primary Addressee Details

LOIS GRIFFIN Participant 403 EVENING DR ,
Addressee: Addressee Type: Address: INDIANAPOLIS, IN
46202

Edit

Correspondence Details

Member Name: MEG GRIFFIN Mail Date: 10/23/2007
Pending Verifications for 11/23/2007
Applicants-Recipients
Status: Scheduled

Correspondence Name: Due Date:

Add Addressee

Addressee Details

Action Addrassee Addresses Type Address

P
| add Additional Currespundenceﬂ

‘

Additional Correspondence
Action Correspondence Name
Attach Document

Document Attachment

Action Document Name Document Type

[ Preview ][ Save |[ cCancel ]

The WFMS displays the Select Correspondence Type page.

28. | Repeat steps 15-26 as necessary.

29. | Determine if any documents indexed to the application, case, or Client should be included
in the correspondence packet. If any documents should be included, refer to Section
3.11.4.5, Attach Document. If no documents should be included, continue with step 29.

Note: Certain forms/notices require a release of information form to be sent in the
outbound correspondence packet. Be sure to attach any necessary release of information
forms in accordance with policy.
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Step Create Correspondence in the WFMS
30. | Once all correspondence details have been entered and the entire correspondence packet
has been created, click Save.
é;‘*-ﬂ' : ) o
Y “4
Create Correspondence Details: Pending Verifications for Applicants-Recipients @
LOIS GRIFFIN Participant 403 EVENING DR ,
— Addressee: Addresses Type: Address: INDIANAPOLIS, IN
| recent items 46202
Member Name: MEG GRIFFIN Mail Date: 10/23/2007
Correspondence Name: :‘;’;ﬁ;li;::zi?;;;f;ﬂr Due Date: 11/23/2007
Status: Scheduled
Action Addressee Addressee Type Address
[(Add Additional Correspondence |
Action Correspondence Name
Document Attachment
Action Document Name Document Type
o —
((preview |( save ]| Cancel )
—
The WFMS displays the Mail Correspondence confirmation page.
31. | Click Yes.
Mail Correspondence Pending Verifications for Applicants-Recipients @
Are you sure you want to Mail this Correspondence?
ves (| W0 )
recent items
v The WFMS mails the outbound correspondence packet, creates tasks for any pending
response(s) based on due date(s) and displays the Correspondence page with the
newly created correspondence packet listed under the Mailing Correspondence List
cluster.
v To Erint the corresEondence ﬁacket locally, refer to Section 3.11.4.6, Print
32. | Update case notes in ICES regarding the correspondence.
Note: If an ICES case is not yet created, case notes should be entered in the WFMS.
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3.11.4.4 Add Addressee

The Add Addressee function should be used when sending an exact duplicate of the entire
correspondence packet to an Authorized Representative or to a third party. If an ICES case
exists, Authorized Representatives are updated in the WFMS based on information contained in
the ICES case. If an ICES case is not yet created, the Authorized Representatives are
determined based on information contained in the WFMS case.

Step

Add Addressee

1.

From the Create Correspondence Details page, click Add Addressee.

“amily and Social

Services Administration

| Create Correspondence Details: Pending Verifications for Applicants-Recipients Help

Primary Addressee Details

LOIS GRIFFIN Participant 403 EVENING DR ,
Addressee: Addresses Type: Address: INDIANAPOLIS, IN

- 46202

Correspondence Details

Member Nama: MEG GRIFFIN Mail Date: 10/23/2007
Pending Verifications for 11/23/2007
Applicants-Recipients
Status: Scheduled

Correspondence Name: Due Date:

Add Addressee

Addressee Details
Action Addresses Addresses Type Address

((Ada Additional Correspondence |

Additional Correspondence

Action Correspondence Name

Document Attachment

Action Document Name Document Type

(Preview | ([ save | [ Cancel |

The WFMS displays the Add Addressee page.
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Step Add Addressee

2. | Using the drop down box, select the Addressee Type (Participant, Authorized
Representative, or Third Party).

o
(o

navigation Add Addresse Help |

CorrespondenceDetails - Addressee

Addressee Type:

Participant

recent items If Address Type is Participant, select the Member Name

Addressee Name:

If Address Type is Third Party or Authorized Representative

Addressee Name: |

Enter Address Details for Third Party or Authorized Rep ative. Infor ion is opti I for Participant

Address Line 1: I

Address Line 2: I

City: |
e

Zip: |

3. | Using the drop down box, select the Addressee Name.
Note: This field is only required if Participant is selected as Addressee Type.

= 8. : 0o L
re o
ko A S
Add Addresse @
Addressee Type: | Participant El
recent items If Address Type is Participant, select the Member Name
- Addressee Name: ]
If Address Type is Third Party or Authorized Representative
Addressee Name: |
Enter Address Details for Third Party or Authorized Rep ative. Infor ion is opti I for Participant
Address Line 1: I
Address Line 2: |
City: |
e
Zip: |
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Step

Add Addressee

If Third Party or Authorized Representative is selected as the Addressee Type, enter the
Addressee Name (e.g. McDonalds, Wal-Mart, Fifth Third Bank, etc).

(o

Add Addresse Help
CorrespondenceDetails - Addressee

Addressee Type: |Authonzed Representative M

recent items If Address Type is Participant, select the Member Name

Addressee Name: .

If Address Type is Third Party or Authorized Representative

e

( Addresses Name: |

Enter Address Details for Third Party or Authorized Representative. Information is optional for Participant

Address Line 1: |

Address Line 2: |

Gity: |
st ]

Zip: |

Enter Address Details for the Third Party or Authorized Representative. If an address has
been changed in ICES but has not yet been updated in the WFMS case, enter the
applicant/Client’'s new address here.

Note: Updating addresses on this screen does not update the address information in the
WFMS or ICES. If an ICES case exists, update the appropriate ICES screen with the
correct information. If an ICES case does not yet exist, update the appropriate WFMS

screen.

(o

navigation I Add Addresse Help

CorrespondenceDetails - Addressee

Addressee Type: |Authonzed Representative M

recent items | If Address Type is Participant, select the Member Name

Addressee Name: .

If Address Type is Third Party or Authorized Representative

Addresses Name: |

nter Address Details for Third Party or Authorized Representative. Information is optional for Participant

Address Line 1: |

Address Line 2: |

Gity: |
st ]

Zip: |

Submit Cancel
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Step Add Addressee

6. | Once all addressee details have been entered, click Submit.

Cdy
(o

ily and Social [ :
ices Administration ¥ 3“
navigation Add Addresse Help

CorrespondenceDetails - Addressee

Addressee Type: |Authonzed Representative M

recent items If Address Type is Participant, select the Member Name

Addressee Name: .

If Address Type is Third Party or Authorized Representative

Addresses Name: |

Enter Address Details for Third Party or Authorized Representative. Information is optional for Participant

Address Line 1: |

Address Line 2: |

Gity: |
st ]

Zip: |

sl

The WFMS displays the Create Correspondence Details page with the newly added
addressee listed under the Addressee Details cluster. Repeat Steps 1-6 as necessary to
add additional addressees.

7. | Continue creatinﬁ the corresEondence at Step 24 of Section 3.11.4.3, Create
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3.11.45 Attach Document

The Attach Document function should be used when a document indexed to an application,
case or Client is to be included in the outbound correspondence. Certain forms/notices require
a release of information form to be included in the outbound correspondence packet. Be sure to
attach any necessary release of information forms in accordance with policy.

Step Attach Document
1. | From the Create Correspondence Details page, click Attach Document.

L N ,
@'i vily and Social a :
4 5 A o LI

reate Correspondence Details: Pending Verifications for Applicants-Recipients Help

Primary Addressee Details

LOIS GRIFFIN Participant 403 EVENING DR ,
B Addressee: Addressee Type: Address: INDIANAPOLIS, IN
rec items 46202
Correspondence Details
Member Name: MEG GRIFFIN Mail Date: 10/23/2007

Pending Verifications for 11/23/2007

Correspondence Name: Applicante: Rechisnts Due Date:
Status: Scheduled
Add Addressee
Addressee Details
Action Addressee Addressee Type Address
Edit|Delete  Lane Griffin Authorized Representative 100 N Ilinois St , Indianapolis, IN 46201

((Add Additional Correspondence |

Additional Correspondence

Action Correspondence Name

Attach Document

Document Attachment

Document Name Document Type

((Preview ][ save | [ Cancel |

The WFMS displays the Attach Document page.

2. | ldentify the document to be included in the outbound correspondence packet by using the
drop down box. Select the Document Type. Enter the Document Name.

Attach Document Help

Select Document

Document Type: |Eligibility Support Documents o]

8 I - . N 1
| recent items Document Name: |Certificate of Indiana Immunizations| |

[ Search | [ Reset | [ Cancel |

Action Document Type Document Name Client Receipt Date  Status
Select Eligibility Support Documents Certificate of Indiana Immunizations CHRIS GRIFFIN 10/5/2007 Received
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Step Attach Document
3. | Click Search.
The WFMS searches the documents indexed to the application or case. The results of the
search (based on criteria entered) populate under the Documents cluster.
Qo 58
Attach Document !i—eh"'
Document Type: |E\igibihty Support Documents ILI
recent items Document Name: El’.‘ert»ﬁcate of Indiana Immunizations| i
[ search ] [ Reset | [ cCancel |
Action Document Type Document Name Client Receipt Date Status
Select Eligibility Support Documents Certificate of Indiana Immunizations CHRIS GRIFFIN 10/5/2007 Received
4. | Click Select to designate the document to be attached.
Attach Document Tenﬂ'
Document Type: |Ehg|bihty Support Documents M
| recent items J Document Name: icamﬁcate of Indiana Immunizations| i
[ Search | [ Reset | [ Cancel |
loocomepes |
Action Document Type Document Name Client Receipt Date  Status
Eligibility Support Documents Certificate o:‘inmana Immunizations CHRIS GRIFFIN 10/5/2007 Received
The WFMS includes an image of the document selected in the correspondence packet and
displays the Create Correspondence Details page with the attached document listed under
the Document Attachment cluster. Repeat Steps 1-4 as necessary to attach additional
documents.
5. | Continue creating the correspondence at Step 28 of Section 3.11.4.3, Create
Correspondence in the WFMS. <insert hyperlink>
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3.11.4.6 Print Correspondence

This steﬁ links from Step 30 of Section 8.11.4.3, Create Correspondence in the WFMS<insert

All correspondence is mailed by default. If the correspondence packet is printed locally and the

status is updated to “Printed,” the correspondence packet is not mailed. This feature is only
used in the Help Center.

Step

Print Correspondence

1.

From the Correspondence Page, click View PDF next to the correspondence packet to be
printed.

Correspondence: LOIS GRIFFIN - 3000337737 Help
Mailing Correspondence List

Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG
View PDF |Mail|Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Scheduled

O Phone Numbers e 5 7
Ean orrespondence Lis|
O Pending Verification p
Checklist

Addressee Correspondence Name Mail Date Due Date AG

O Data Collection
Checklist

0O Second Party Review
Checklist

O Change Checklist
O solicited Documents

The WFMS displays a File Download box.

Click Save.

@
(0

| Correspondence: LOIS GRIFFIN - 3000337737
Mailing Correspondence List

Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG
View PDF|Mail|Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Scheduled

-2 ICES Correspondence List
O Pending Verification
Checklist

| Addressee Correspondence Name Mail Date Due Date AG
O Data Collection LOIS GRIFFIN Pending Yasfemtinm e foe i i 10/23/2007 11/23/2007
Checklist File Downlo Security Warning E
O Second Party Review
. Do his file?
OC!n;nge'_ cllist ‘you want to open or save tl
O Solicited Documents D Name: FileDowrload
Requests Type: Adobe PDF Reader, 145 KB
O Correspondence From: 5390atap0.iem.local
'O Notes i
: 5 —— )
O Asset/Trust Review
O Benefit Recovery Open _ Save Zancel
O Tasks
While files from the Intemet can be useful, this file type can
potertially ham your computer. I you do not trust the source, do not
open or save this software. \What s the nsk 7
| recent items
The WFMS displays a Save As box.
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Step

Print Correspondence

Choose a location to save the file to the local computer. Enter a file name if desired. Click

Save.

navigation

O Documents

O Members

O Addresses

O Phone Numbers

O Pending Verification
Checklist

O Data Collection
Checklist

O Second Party Review
Checklist

O Change Checklist
O Solicited Documents
Requests

O Correspondence

O Notes

O Asset/Trust Review
O Benefit Recovery

0O Tasks

recent items

The WFMS saves the PDF file to the designated location.

 ~ (o]
[ 511 s
"

| Correspondence: LOIS GRIFFIN - 3000337737

Mailing Correspondence List
Action Addressee G dence Name Mail Date  Due Date  Status Remailed Date AG
View PDFE|Mail|[Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Scheduled

ICES Correspondence List

Addressee Correspondence Name Mail Date Due Date AG
; File Download ‘-_@@‘,
Saving:
Save n: | [ Destop 4 OF =@

— (=)My Documents.
@ a My Computer

My Regent | %2My Network Places

My Documents
My Computer
Flle name: |Lois Grffin 2032 Save
My Network ~ Saveastyps: | Adobe Acrobat Document [+] Cancel
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Step Print Correspondence

4. | Open the PDF file. Click File, Print to print the correspondence packet to the local printer.

= Lois Griffin 2032.pdf - Adobe Reader =Jo&d

ﬁ!1Edlt View Document Tools Window Help ®
e crivo =

Create Adobe POE Online.... . o
L Start Meeting...

Save a Copy... Shift+Ctrl+5

R

| | =

K Send to FedEx Kinko's. . DOOOTYRA*

Attach to Email...

Close Crl+w

Properties. .. Cl+D -

Digital Editions

Print Setup... shift+Ctrl+p | IN

e )R

1C:\... \Lois Griffin 2032.pdf \J 46202

2C:\... \FileDownload.pdf

3C:\.... Florida NECP.pdf

4C:\... \Indiana Eligibii. ..anual 02-14-07.pdf

5 C:\...\1800 - Application Registration.pdf

Exit Cirl+Q

5. | All correspondence is mailed by default, therefore it is necessary to update the status to
“Printed” which will stop the correspondence packet from being mailed. From the
Correspondence page, click Edit.

vily and Social

ices A traton

Help |

Mailing Correspondence List

Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG
View PDF [Maf[Edit) LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Scheduled

ICES Correspondence List

Addressee Correspondence Name Mail Date Due Date AG

The WFMS displays the Modify Correspondence Details page.
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Step Print Correspondence

6. | Mark the box Printed at help center and hand delivered.

s Administration

—
ST | | Modify Correspondence Details: Pending Verifications for Applicants-Recipients

Primary Addressee Details

LOIS GRIFFIN Participant 403 EVENING DR ,
Addressee: Addressee Type: Address: INDIANAPOLIS, IN
recent items 46202
Addressee Addressee Type Address

Correspondence Details
Communication Names | ©2nding Verifications for wmail Date: [10/23/2007

Applicants-Recipients

Statue. Scheduled Due Date: [11/23/2007 |
Printed at help center and hand []
delivered:

[ Delete ) save |[ cCancel ]

7. Click Save.

Primary Addressee Details

LOIS GRIFFIN Participant 403 EVENING DR ,
Addressee: Addressee Type: Address: INDIANAPOLIS, IN
recent items 46202
Addressee Addressee Type Address

Correspondence Details
Commurnication Name: Pending Verifications for Mail pate: [10/23/2007

Applicants-Recipients

Status: Scheduled Due Date: [11/23/2007 |
Printed at help center and hand []
delivered:

f —
[ Delete | save || Cancel ]
, S—

The WFMS displays the Correspondence page with the status updated to “Printed.”

5 Administration

Correspondence: LOIS GRIFFIN - 3000337737

Mailing Correspondence List

Action Addressee Correspondence Name Mail Date Due Date
View PDF|Mail|Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007

Status
Printed
ICES Correspondence List

O Pending Verification £
Checklist Addresses Correspondence Name Mail Date Due Date AG

O Data Collection
Checklist

O second Party Review

O Change Checklist

O Solicited Documents
' Reguests :

O Correspondence

O Notes
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3.11.4.7 View Correspondence History in the WFMS

The Correspondence page in the WFMS displays a complete history of all correspondence
generated from the WFMS. If more than one form/notice is included in the outbound
correspondence packet, not all forms/notices included are listed as individual line items.
Instead, only the first form/notice selected during the Create Correspondence process is listed
as the Correspondence Name for the entire packet. Therefore it may be necessary to view the
correspondence packet to determine if additional forms/notices are included.

Notices generated from ICES are shown with limited line item detail on the Correspondence
page in the WFMS. Notice text is available only in ICES for notices generated from ICES.

Step View Correspondence History in the WFMS
1. | From the Application or Case Home page, click Correspondence from the left Navigation
bar.
QY ey masos
Correspondence: LOIS GRIFFIN - 3000337737 [ Help |
Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG

View PDF|Mail|Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Printed

ICES Correspondence List

Addressee Correspondence Name Mail Date Due Date AG

The WFMS displays the Correspondence page.

2. | From the Correspondence Page, click View PDF next to the correspondence packet to be
viewed. If the form/notice has been sent from ICES, refer to Section 3.11.4.10, Re-mall
Correspondence in ICES<insert hyperlink>.

ey
@} Family and Social
- Services Administration

ST | Correspondence: LOIS GRIFFIN - 3000337737

.

| | Mailing Correspondence List

Action Addresses Correspondence Name Mail Date Due Date Status Remailed Date AG
View PDF |Mail|[Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients  10/23/2007 11/23/2007 Scheduled

ICES Correspondence List

Addressee Correspondence Name Mail Date Due Date AG

The WFMS displays a File Download box.
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Step

View Correspondence History in the WFMS

Click Save.

Y-, e
oy 5“‘ =
3
Correspondence: LOIS GRIFFIN - 2000337737
Mailing Correspondence List
Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG

View PDF|Mail|Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Scheduled
O Phone Numbers

& e s s
Checklist Addressee Correspondence Name Mail Date Due Date AG
TRy St om LOIS GRIFFIN Pending Vambess e = 10/23/2007 11/23/2007
Checklist

O Second Party Review
Checklist

O Change Checklist

O Solicited Documents = Name: FieDowrload
s E’ Type: Adobe POF Reader, 145 KB

g ﬁ:::snnnﬂentﬂ From: s990atap01i.iem.local

: )

O Asset/Trust Review

O Benefit Recovery m

O Tasks

Do you want to open or save this file?

While files from the Intemet can be useful, this file type can
potertially ham your computer. I you do not trust the source, do not
open or save this software. \What s the nsk 7

recent items

The WFMS displays a Save As box.

Choose a location to save the file to the local computer. Enter a file name if desired. Click
Save.

= M
) ox
scial [ o/
Aditaisrion \_‘:' a =
navigation ) | Correspondence: LOIS GRIFFIN - 3000337737
Mailing Correspondence List
Action Addressee e dence Name Mail Date Due Date Status Remailed Date AG
View PDF|Mail |[Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients  10/23/2007 11/23/2007 Scheduled
O Phone Numbers = :
O Pending Verification ICES Correspondence List
Checklist ‘Addressee Corres 2 Na Mail Date Due Date AG
o) Datafl-;lle_dinn ]
O Second Party Review . FHEDRERERL k= @;
Checklist
O Change Checklist .
O Solicited Documents @
Requests s
O Correspondence ~
0 tiotes save As 2=
O Asset/Trust Review A =
O Benefit Recovery Save n: | (5} Desktop ] OF 2=
— (=)My Documents.
@ aMy Computer
My Regent | %2My Network Places
Documerts
Desktop
i
My Documents
My Computer
Fle name | Lois Grfin 2032 Save
My Network ~ Saveastyps: | Adobe Acrobat Document [+] Cancel
The WFMS saves the PDF file to the designated location.
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Step View Correspondence History in the WFMS
5. | Open the PDF file to view the entire correspondence packet.
6. | e To re-mail a copy of the correspondence, refer to Section 3.11.4.10, Re-mail

Correspondence in the WFMS<insert hyperlink>.

e To delete the correspondence, refer to Section 3.11.4.9, Delete Correspondence<insert
hyperlink>.

3.11.4.8 Edit Correspondence in the WFMS

Correspondence with a status of “Mailed” or “Printed” may not be modified; only
correspondence with a status of “Scheduled” may be modified.

Step Edit Correspondence in the WFMS
1. | From the Application or Case Home page, click Correspondence from the left Navigation
bar.
Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG
View PDF|Mail|Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Printed
Addi Correspondence Name Mail Date Due Date AG
The WFMS displays the Correspondence page.
2. | Click Edit next to the form/notice to be modified. Only correspondence with a status of
“Scheduled” can be modified.
orrespondence: LOIS GRIFFIN - 3000337737 ([(Heip )
Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG
View PDF\ LOIS GRIFFIN Pending Verifications for Applicants-Recipients  10/23/2007 11/23/2007 Scheduled
Addressee Correspondence Name Mail Date Due Date AG
The WFMS displays the Modify Correspondence Details page.
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Step Edit Correspondence in the WFMS

3. | Edit all fields as necessary.

Modify Correspondence Details: Pending Verifications for Applicants-Recipients Help

Primary Addressee Details

LOIS GRIFFIN Participant 403 EVENING DR ,
=W Addressee: Addressee Type: Address: INDIANAPOLIS, IN
| recent items )} . 46202

Addressee Details

Addressee Addresses Type Address

Correspondence Details
3 = ————————
Communication Name: Pending Verifications for Mail Date: |10/23/2007 ‘

Applicants-Recipients

Ctatus: Mailed Due Date: [11/23/2007

Printed at help center and hand [
delivered:

(_Delete ) save ][ cancel |

4. | Once all modifications have been made, click Save.

Social
Iministration

navigation ) | Modify Correspondence Details: Pending Verifications for Applicants-Recipients

Primary Addressee Details
LOIS GRIFFIN Participant 403 EVENING DR ,
| Addrassee: Addressee Typa: Address: INDIANAPOLIS, IN
recent items 46202
Addressee Details
Addressee Addressee Type Address
Communication Name: Eending Wenkoatopn for Mail Date: |10/23/2007

Applicants-Recipients

Status; Mailed Dus Date: |11/23/2007

Printed at help center and hand ]
delivered:

[ petete | [ save || cancel |
| N |

The WFMS displays the Correspondence page.
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3.11.4.9 Delete Correspondence in the WFMS

Correspondence with a status of “Mailed” or “Printed” may not be deleted; only correspondence
with a status of “Scheduled” may be deleted.

Step Delete Correspondence in the WFMS
1. | From the Application or Case Home page, click Correspondence from the left Navigation
bar.
Correspondence: LOIS GRIFFIN - 3000337737 W
Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG
View PDF|Mail|Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Printed
Addressee Cormrespondence Name Mail Date Due Date AG
The WFMS displays the Correspondence page.
2. | Click Edit next to the correspondence to be deleted. Only correspondence with a status of
“Scheduled” may be deleted.
“: \i hcial AL
p dministrat
Correspondence: LOIS GRIFFIN - 3000337737
Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG
View PDF\ LOIS GRIFFIN Pending Verifications for Applicants-Recipients  10/23/2007 11/23/2007 Scheduled
Addressee Correspondence Name Mail Date Due Date AG
The WFMS displays the Modify Correspondence Details page.
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Step Delete Correspondence in the WFMS
3. | Review the correspondence details to confirm this correspondence is to be deleted. To view
the entire corre5ﬁondence packet, refer to
: navigation ) Modify Correspondence Details: Pending Verifications for Applicants-Recipients Help |
LOIS GRIFFIN Participant 403 EVENING DR ,
| Addressee: Addressee Type: Address: INDIANAPOLIS, IN
recent items 46202
'
Addressee Addresses Type Address
Communication Name: :S;g;‘;gni%ng:?;g::sfﬂr Mail Date: W
Status: Mailed Due Date: |11/23/2007
Printed at help center and hand [
delivered:
(_Delete ][ save ][ cancel |
4. | Click Delete.
7’: Fa nd Social
w%_ Modify Correspondence Details: Pending Verifications for Applicants-Recipients @
Primary Addressee Details
LOIS GRIFFIN Participant 403 EVENING DR ,
| Addrassee: Addressee Typa: Address: INDIANAPOLIS, IN
recent items 46202
Addressee Details
Addressee Addressee Type Address
Correspondence Details
Communication Name: ::gﬁ;lgng:rlllzi?;[g::smr Mail Date: |10/23/2007
Status; Mailed Dus Date: |11/23/2007
Printed at help center and hand ]
delivered:
[ petete ]| save ][ cancel |
The WFMS displays the Delete Correspondence Confirmation page.
5. | Click Yes.
Delete Correspondence Pending Verifications for Applicants—llecipients
Are you sure you want to Delete this Correspondence?
ves ) ([ )
recent items
The WFMS cancels the scheduled mailing of the correspondence; no record is retained in
the application/case history. The WFMS displays the Correspondence page.
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3.11.4.10 Re-mail Correspondence in the WFMS

An internal user is able to re-mail a copy of a notice previously sent from the WFMS if a Client,
authorized representative, or third party requests a copy.

Step Re-mail Correspondence in the WFMS

1. | From the Application or Case Home page, click Correspondence from the left Navigation
bar.

Correspondence: LOIS GRIFFIN - 3000337737 Help ]

[ Create |

Mailing Correspondence List

Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG
View PDF|Mail|Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Printed

ICES Correspondence List

Addi Correspondence Name Mail Date Due Date AG

The WFMS displays the Correspondence page.

2. | Identify the correspondence to be re-mailed. All correspondence is listed under the first
form/notice created. Therefore, it may be necessary to view the correspondence packet by
clicking View. Refer to Section 3.11.4.7, View Correspondence History in the WEMS<insert
hyperlink>.

3. | To re-mail a copy of the correspondence packet, click Mail from the Correspondence page.

-

naviga Correspondence: LOIS GRIFFIN - 3000337737

[ Create |

Mailing Correspondence List

Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG
View PDHE{Mail[[Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Printed

ICES Correspondence List

Addi Correspondence Name Mail Date Due Date AG

The WFMS displays the Mail Correspondence confirmation page.
4. | Click Yes.
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Step Re-mail Correspondence in the WFMS

| navigation Help

recent items

The WFMS re-mails a copy of the correspondence and displays the Correspondence page
with the Re-mailed date field populated.
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3.11.4.11 Create Correspondence from the File Server

In most instances, forms on the file server are used for outbound correspondence. Certain
forms, such as the ACS Policy Request/Response Form, are created as an attachment to the
case. This section describes the steps for creating correspondence from the shared drive on
the File Server. Section 3.11.4.12 describes the steps for creating an attachment such as the
ACS Policy Request/Response Form.

Step Create Correspondence from the File Server

1. | From the Application or Case Home page, click Correspondence from the left Navigation
bar.

The WFMS displays the Correspondence page.
2. | Click Create.

Addresses Correspondence Name Mail Date Due Date Status AG

O Addresses
O Phone Numbers
O Pending Verification

o] i)a_la:CplledInu-
Checki

O 5e|:nnd Party Review
Checklist

O Change Checklist
O Solicited Documents
Reguests

© Correspondence
O Motes

The WFMS displays the Select Correspondence page.
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Step

Create Correspondence from the File Server

Select All or the applicable Assistance Group.

FSSA - WEMS Select Correspondence Type crosoft Internet Explorer

File Edit Wiew Favorites Tools  Help -#'
@ Back - e = @ @ :’h p Search *Favor\tes @ Bv E;, E |_J ﬁ .'ﬁ
Address @https. 's990|pap0z aljHCSSApplicationjen_US/Correspondence_selectCorrespondence Typeaction, do b Go Links * % -
V¥ e
and Social f:g : x—g ]
Administration ko od "
navigation Select Correspondence Type @
Assistance Group: 4
Action Cocument 1D HName
Select|Miew aAuth Rep authorized Representative Farm
Select|View Aux Ben Auxiliary Benefits Notice
Select|View Blank Blank Template
Select|¥Yiew Cert Assign Client Certification & assignment
Select|Yiew DFR CCDF DFR. CCDF Referral
Select|Yiew Diag Cert Diagnosis Certification Form
Select|¥iew FI 0007 Motice Of Interview/Appointment
Select|Miew FI 0009 Motice Regarding Rights and Responsibilities
Select|Yiew FI 0014 Authorization for Release of Financial Information
Select|¥iew FI 0022 Shelter Collateral Request
Select|View FI 0042 Motice of Missed Interview
Select|View FI 0065 Reguest for Earnings Information
Select|View FI 0619C Motice and Certificate of Action- TaNF
Select|V¥iew FI 05190 Motice and Certificate of Action Medical Assistance
Select|¥iew FI 0775 Life Insurance Verification
Select|¥iew FI 2030 Application For Hoosier Healthwise
Select|¥iew FI 20305 Hoosier Healthwise Para Minos ¥ Mujeres
Calect IView FT o022 pandinn Merificatinne far Annlicante /Becinisnts ol
@ é . Internet

Click Search.

The forms/notices associated with the chosen assistance group are displayed under the
Select the Correspondence Type cluster. The correspondence list can be sorted in
alphabetical order by clicking Name at the top of the column. The list can also be sorted in
order of form numbers by clicking Document ID.

Select Correspondence Type Help |

Program Selection

Assistance Group: m’ R [

Select the correspondence type (Number of Items: 24)

Action Document ID Name
Select|View Auth Rep Authorized Representative Form
Select|View Blank Blank Template
Select|View Cert Assign Client Certification & Assignment
Select|View DFR CCDF DFR CCDF Referral
Select|View FI 0007 Notice Of Interview/Appointment
Select|View FI 0009 Notice Regarding Rights and Responsibilities
Select|view FI 0014 Authorization for Release of Financial Information
Select|view FI 0022 Shelter Collateral Request
Select|View FI 0042 Notice of Missed Interview
Select|View FI 0065 Request for Earnings Information
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Step Create Correspondence from the File Server

5. | Click Select next to Blank Template (if the form you are sending is not displayed on the
list.).

: elect Correspondence Type
e Program Selection

Assistance Group: \“ _—

Select the correspondence type (Number of Items: 24)

Action Document ID Name

Select|view Auth Rep Authorized Representative Form
Blank Blank Template
Select|View Cert Assign Client Certification & Assignment
Select|View DFR CCDF DFR CCDF Referral
Select|Vview FI 0007 Notice Of Interview/Appointment
Select|View FI 0009 Notice Regarding Rights and Responsibilities
Select|view FI 0014 Authorization for Release of Financial Information

6. | Aform appears; it may contain text that will be replaced when the following steps are
completed. The following message may also be displayed. If so, click OK.

I"I-:"Ie.suse make any modifications
required to this document. When
you are finished, close down this
docurment and you will be returned o
CLuram
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Step Create Correspondence from the File Server
7. | To access the shared drive from the file server, click Start, click My Computer, and click
State Forms.
% My Computer
File  Edit ‘“iew Fawarikes Toals  Help
K Back (=) I'ﬁ' P ) Search ‘h_-' Folders "
Address j My Computer
Folders i HordDisicDrives:
_@' Ceskkop
® [ My Documents s
- o CEDisk (C:
SRR 11y Computer w sk 1)
[ %o OSDisk (1)
o , :
[E 2% state forms on 's330npFp01.. I e
=) G’ Conkrol Panel e
& % My Mebwark Places e
2/ Recycle Bin w state Forms on
5y 's990npfp0l.ces.iem.local (500
===
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Step Create Correspondence from the File Server
8. | (If the forms are not displayed as shown below, click View and click List.)
Select the form from the list.
I state forms on 's990npfp01.ces.iem. local’ (F:) |:||§|[g|
File Edit Yew Favarites Tools Help 1','
@ Back - \_) lﬁ /':\1 Search i Foldets -
v| Go
[CIHelp Center
File and Folder Tasks )Service Center
) - RECORD OF FINAMCIAL ELIGIBILITY BUDGET FOR TEMPORARY ASSISTANCE FOR MEEDY FAMILIES (TAMNF)
{J Make a new Folder - NOTICE OF RIGHT TO CLAIM GOOD CAUSE v1.1.doc
& Publish this Falder to the - MEDICAL ASSIGNMENT GO0 CAUSE MOTICE v1.1.doc
Wl - REPORT OM PROPERTY FOR SALE OR REMT wi1.1.doc
- NOTICE T PROVIDER OF RECIPIEMT DEDIJCTIBLE +1.1.doc
Other Places - NOTICE T MEDICAID APPLICANTS-RECIPIENTS CONCERMIMG MEDICAL ASSIGNMENT REQUIREMERNT 1.1,
- SUBSTITUTE FORM TaxPAYER IDEMTIFICATION MUMBER REQUEST doc
t} My Camputer - CASE RECOMMEMNDATION FOR EXEMPTION FROM COOPERATION IN CHILD SUPPCORT AMD-OR MEDICAL SUR
B Iy Documents - STATEMENT OF MEDICAL COMDITION FOR THE FOOD STAMP AND TEMPORARY ASSISTAMCE FOR MEEDY FA
g Py Metwork Places - A35ISTANCE TO RESIDEMTS IN COUNTY HOMES, doc
- REQUEST FOR INFORMATION INDIANG DEPARTMEMT OF REYEMUE v1.1.doc
- APPLICATION AND CLAIM FOR FUNDS TO DEFRAY BURIAL COSTS.doc
Details - APPLICATION FOR, THE RESIDEMTIAL CARE ASSISTAMCE PROGRAM.doc
- CHILD SUPPORT INTEROFFICE NOTIFICATION, doc
- AGREEN Type: Microsoft Wiord Document OR REMNT AMD REPAYMEMT AGREEMEMNT +1,1.doc
- SUPPOH Sizet 139 KB T+vl.1.doc
- AFFIDA Dake Modified: &/30/2007 3:09 PM b MP BENEFITS vl 1. doc
- RECORD OF COURT QRDERED SUPPORT . doc
REQUEST FOR ADMINISTRATIYE DISQUALIFICATION HEARING w1.1.dac
REQUEST FOR STUDENT INCOME ARD EXPEMSES w1.1.doc
REQUEST FOR INFORMATION-PROOF wi.1.doc
AYIS0 DE INCUMPLIMIEMTO CON LOS REQUISITOS DE IMPACT . doc
DECLARACION JURADA PARA EL REEMPLAZO DE LOS BEMEFICIOS DE CUPOMES PARA ALIMEMNTOS w1, 1, dod)
AYISO DE ACCION (MNOTICE OF ACTION) v1.1.doc
REPORT OF SELF-EMPLOYMEMNT w1.1.doc
>
9. | Click to select the form you need to send (or attach to the case).
The form displays as Read Only and cannot be updated until saved to your computer or
copied and pasted into the blank template (you will know if you get a message.).
Save the form to the hard drive of your computer. The form name should be no longer than
35 characters and contain the client name to assist in pulling the correct file. For example,
Report on Property for Sale or Rent for client name John Doe could be saved as Report on
Property-John Doe.
10. | Enter information in the appropriate sections of the form.
Click File, then click Save to save the completed form to a folder under My Documents on
the hard drive of your computer; use the Case name in the file name so that the saved file
is easier to locate.
11. | While the form is open, click Edit.
12. | Click Select All. All of the text in the form should be highlighted.
13. | Right click and select Copy.
14. | Go to the blank template that has been opened and minimized at the bottom of your
screen.
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Step Create Correspondence from the File Server
15. | Highlight all of the text in the blank template. Right click and select Paste. The information
from the form is now pasted into the blank template form.
16. | Close the blank form by clicking the ‘X ‘in the upper right corner or clicking File, then Close.
The follow screen appears.
A FSSA - WEMS Create Correspondence Details: Blank Template - Microsoft Internet Explorer
Eile Edit Wiew Favorites Tools Help *
@Back < ‘\) @ @ :’h pSearch *Favor\tes @ 8' ,{} @ = D ﬁ .'ﬁ
Address @https:,f,fs‘B‘BUIpapUE.|Em.IDca\iHCSSRpDI\cat\on,ien_uS)’Correspondence_wewNotlcEPage.do?notlceID=9ElDUBSS??U&;:aseID=3UUUS??246&targetPage=3ElUE|37?EV = L= Links * ﬁ -
28in ol
Y )
navigation Create Correspondence Details: Blank Template Heip |
Action Addressee Addressee Type Address
Edit|Delete BRENDA TOMPKINS Participant 5083 5 STATE STREET , KOKOMO, IN 46901
Mermber Name: | BRSNS Mail Date: =
Communication Mame; Blank Template Due Date: I:l
Status: Scheduled
[(Add Additional Correspondence |
Action Correspondence Mame
Action Document Hame Document Type
[(Preview ) [ Save ][ Cancel |
@ é . Internet ”
17. | Continue creatinﬁ the corresEondence at Steﬁ 7 of Section 3.11.4.3, Create
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3.11.4.12 Creating an Attachment from the File Server

Certain forms such as the ACS Policy Interpretation Request/Response Form are accessed

from the shared drive on the File Server. Instead of creating these forms as correspondence,

the user creates them as attachments to the case and then creates tasks for other internal

users to process.

Step Create an Attachment from the File Server
1. When a form such as the ACS Policy Interpretation Request/Response is needed, access
the shared drive from the file server, click Start, click My Computer, and click State Forms.
% My Computer
File  Edit ‘“iew Fawarikes Toals  Help
3 Eack (=) ‘ﬁ' .,f’.' ) Search ‘ll_— Faolders v
Address | j My Computer
Falders [ % Dard Disk Diives
Ea' Deskfop
[ iu My Documenks e
e QSDisk, (1
= j My Cormputer w Lt
[ %o OSDisk (21
I{r_'l % state forms on 's330npFp01 .. I e
=) G’ Conkrol Panel e
& % My Mebwark Places v
2/ Recycle Bin 5;\@ stake Forms on
5 's990npfp0l.ces.iem.local (500
==
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Step Create an Attachment from the File Server

2. (If the forms are not displayed as shown below, click View and click List.)

Select the form from the list. To see additional forms listed, use the down arrow on your
keyboard. The ACS Policy Interpretation Request/Response Form is listed near the bottom
of the list.

2= state forms on 's990npfp01.ces.iem.local’ (F:)

8 {(=]eq
File Edit \iew Favorites  Tools  Help I.F

=

@Back - k.,-J L@ )_..] Search [i; Falders v

Address |5 F, V| G0
e B 51962 - RETIRO YOLUMTARIO, doc
File and Folder Tasks 52088 - INFORME DE INGRESOS POR ALTO-EMPLES  dac
W]52406 - SOLICITUD DE INFORMACIGN SOBRE INGRESOS.doc
=} Rename ths fie | 52704 - AYISO DE REQUISITO PARA SUMINISTRAR DOCUMENTACION DE CIUDADANIA.doc
f Move this file 53152 - REQUISITOS PARA EL INFORME DE CAMBIO. dor
[y Copy this file | W CITIZEMSHIP AFFIDAYIT OF QR FOR THE APPLICANT RECIFIENT  dac
&8 Publish this file to the Web 4 CITIZENSHIP AFFIDAVIT.doc
() Emai this il ) COOPERATION NOTICE. dac
3 PriEths fle W\ DECLARACION JURADA DE IDENTIDAD PARA LOS NINOS EAID DE 16 ANGS DE EDAD. doc
HHW Redetermination Form Mail-In Inkerview,doc
XK Delete this file HHYW Redetermination Form Telephone Interview.doc
: W Hoosier Healthwise For Children Flyer,doc
i ._.'JHoosier Healthwise Para Minos Flyer,doc
W) [DENTITY AFFIDAYIT FOR CHILDREN LINDER AGE 16.dac
W INTERACTIVE SEC INTERVIEW GUIDE.doc
Mo_programs_selected_Form,doc

Other Places

i My Computer
ID My Documents

= olicy_Interpretation_Request_or_Reponse. 5.6.doc
g My Mebwork Places

||REPORT OF CASUALTY ACCIDENT CASE.doc
JSPEND-DOWN WORKSHEET doc

W skate Form Template Management, doc
_] Unsigned_app_forml.dac
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Step Create an Attachment from the File Server
3. | Double Click to select the form you need to attach to the case.
The form displays as Read Only and cannot be updated until saved to your computer.
Save the form to the hard drive of your computer. The form name should be no longer than
35 characters and contain the client name to assist in pulling the correct file. For example,
Policy Request Form for client name Brenda Tomkins could be saved as Policy Request
Form-Brenda Tomkins as shown below.
Save As PIX
Save i |D My Documents V| @ - 3| '11 F [ 2 v Tools -
) ﬁMy Music
: uﬂMy Pictures
gh'" RE':E':t My Recent Documents
ocuments ) Updaters
W~+$970 - REQUEST FOR, INFORMATION INDIANA DEPARTMENT OF REVENUE Erenda Tomkins,doc
@ W rtlicy Request-Brenda Tomkins Case.doc
Dieskto 34970 - REQUEST FOR INFORMATION INDIANA DEPARTMENT OF REVEMUE Erenda Tomkins, doc
p
34970 - REQUEST FOR INFORMATION INDIANA DEPARTMENT OF REVEMUE +1.1,dac
¥ IE_IJFH:uIiu:y Request-Brenda Tomkins Case,doc
’,) @F'l:I|il:";.-'_II'|tEr|:IrEtatiDI‘I_REE]LIESt_DI’_REpDI‘ISE_S.E\-tESt.dDE
Iy Documents @F'l:l|il:‘:.-'_II'|tEr|:IrEtatil:II'|_REE]LIESt_Dr_REpDI'ISE_CaSE Mame Here,doc
IE_ﬂLInsi|;|neu:l_aq:q:u_Fu:urm1 doc
L
My Computer
_‘] File narne: | alicy Request-Brenda Tomkins Case,dod b | [ Save l
My Metwiork, —
Flaces Save as bype: |w.;.r.;| Docurment (*,doc) w | Cancel
4. | Enter information in the appropriate sections of the form.
Click File, then click Save to save the completed form to the hard drive of your computer,
using the Case name so that the document you want to attach is easier to find.
5. | From Case Home in WFMS, click Documents in the left Navigation bar.
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Step Create an Attachment from the File Server

6. | Click Attach. The Create Attachment page is displayed.

3 FSSA - WEMS Create Attachment: - Microsoft Internet Explorer, X
Eile Edit Wiew Favorites Tools Help -#'

@Back < \) @ @ :/;j pSearch *Favor\tes @ B' E;, |-£| i |_J ﬂ -'ﬁ

Address @https:,l’,l’s??tllpaptlz.|Em.IDcaUHCSSanI\cat\on,ien_uS;’EMStandardCaseDocument_createnttachmentPage.do?caseID=3EIEIE|3?7246&_03rpu=EMStandardCaseD b -) Go Links * % -

2 & : o &
) e =
navigation Create Attachment: Help |
Select file to attach
*File: [ | Browse.. ]
G IV el - rplication and Redetermination Forms Jig *Document Mame: %%‘

[ Save | (Save & New | [ Cancel |

E3

@ Done é . Internet

7. | Click Browse to locate the file you just saved to the hard drive.

8. | When you locate the file, click Open.

9. | Select the correct Document Type (such as Policy Support Forms for the example used in
these instructions). Then click Search to display the document names for the selected
Document Type. Click Select to choose the correct Document Name.

=X https:H/s9901pap02.iem.local - FS5A - WEMS Select Document Name - Microsoft Internet Explorer

Select Document Name
Select Document Mame

Document Type: F'l:llil::'-, Support Forms

Document Name:

[ Search ][ Reset ][ Cancel |

Action Document Mame e
Select Feport of Food Stamp Abuse/iolations by Retall Food Stores
Select Palicy Interpretation Request/Response
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Step Create an Attachment from the File Server

10. | Click the magnifying glass icon to display the document names for the selected Document
Type.

*Document Mame: b,

11. | On the Select Document Name screen, click Search. Click Select to choose the correct
Document Name.

A https:fis9901pap02.iem. local - F55A - WFMS Select Document Name - Microsoft Internet Explorer

it Name

Select Document Mame

Document Type: F'|:|Ii|::-u- Support Forms

Document Name: ' !

[ search ][ Reset ][ cancel |

Action Document Mame ESLitE
Select Report of Food Stamp Abuse/Vviolations by Retail Food Stores
Select Policy Interpretation Request/Response
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Step Create an Attachment from the File Server
12. | Click Save.

Select file to attach

FFile: |CADocuments and Setting'[ Browse... |

|F'Dlicy Support Farms Vl Palicy
“Document Type: #Document Name:  Interpretation %'Eg‘
Request/Response

[ Ssave |][Save & New ][ Cancel |

The document is attached to the case and viewable (along with other documents indexed to
the case) by clicking Documents in the left Navigation bar.

pos=IR"} LUIIIHI\IIID
: ; i : : brenda ;
Yiew |Edit Yital Statistics  Birth Certificate : 10/3/2007 Received
tormpkins
: . — Social Security brenda .
YWigw | Eit Mital Statistics : 10/3/2007 Received
Card tornpkins
: ; o 2 : brendsa ;
Yiew |Edit Yital Statistics  Birth Certificate : 10/3/2007 Peceived
tompkins
Wiew |Edit Wital Statichies | ool SECLHALY ik 10/3/2007 Received
Card tompkins
: Lnknown BREMDA ;
YWigw |Edit Unkrow —dcu:ument —TOMPKINS 10/4/2007 Reviewed
; Policy
Yiew |Edit Policy Support Interpretation BRENDA 10/4/2007 RPeceived
Forms TOMPEINS
Reguest/Response
13. | Click Tasks in the left Navigation bar.
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Step

Create an Attachment from the File Server

14. | Click Create Task.

appropriate task.

FSSA - WEMS Select Task Cro.

File Edit Wiew Favorites Tools  Help

soft Internet Explorer

cBack - Q @ @ (;j pSearEh *Favuntes & ﬁv g;\;’, [ - D i 3

navigation Select

Action
o
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select

Address a https:fs990lpap02.iem.localHCSSApplicationfen_US/EMManageTask_selectTypePage. dofraselD=3000377246&pageDescriptio

Task Type

Select Task Type

Task Type

ACS Policy Request

ACS Policy Respaonse

additional Infarmation Submitted
Administrative Disgualification Hearing
Asset/Trust Review Completed

Asset Trust Review Requested

Child Support Good Cause Reguest

Response to Request for Additional Information
Reinstate Benefits

Hoosier Healthwise Redetermination Received
Front-end Program Integrity Referral to Compliance Unit
Front-end Integrity Review Results
Spend-down Liability Correction Needed
Medical Assignment Good Cause Reguest
Out-of-State Ingquiry Results

Phone Interview Pending

Process Ma D Application - Accelerated
Process Ma B/D Application

Resource Assessment Request

Response to Complainant Required
Unsolicited Document Ready for Review

EWDA+++++++++TOMPE v | B G0 Links ® & ~

Select ACS Policy Request (for the example used in these work instructions) or other

Help |

Calart  Swctamatic Alien Varificatinn Entitlamant (S4WEY Dannact o)
@ https: ffs990lpap0z.iem.localfHCSSApplicationfen_US[EMManageTask_resolveProcess\WorkQueueMappingPage. do?caselD=3000377 246&process [% & Internet
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Step Create an Attachment from the File Server
15. | For the ACS Policy Request, select the appropriate Coach’s queue depending on AGs in
the case.
The following screen is displayed confirming that the task has been created, showing the
task deadline. The task will appear in the Coach queue to be processed.
2 FSSA - WEMS Tasks: BRENDA TOMPKINS - 3000377246 - Microsoft Internet Explorer,
Eile Edit Wiew Favorites Tools Help
@Back < ‘\) @ @ @ pSearch *Favor\tes @ B' {l @F] - D ﬁ 4ﬂ
Address @https:,f,fs‘B‘BUIpapUE.|Em.IDca\iHCSSRpDI\cat\on,ien_uS)’EMStandard_I\stTaskPage.do?casEID=3EIDE|3??246&_03rpu=EMStandard_I|stTasKPage.do“foSFcaseID"/uSIV = L= Links * ﬁ -
: ame ol
eveEa L0
b ’
(&
Tasks: BRENDA TOMPKINS - 3000377246 Help |
O Ducu:'lents
g :j::_g::s Task ID Subject Eriority Status Deadline
O Phone Numbers Q000018018 1077 - ACS Policy Request Medium Open 13{?;2007
O Pending ¥erification i
Checklist
O Data Collection
Checklist A
O Second Party Review b
Checklist
O Change Checklist
O Solicited Documents
Requests
O Correspondence
O Notes
O AssetfTrust Review
O Benefit Recovery
0O Tasks
recent items M
~
@Dnne é . Internet
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3.11.4.13 Re-mail Correspondence in ICES

ICES notices are automatically generated as a result of temporal events or actions taken in
ICES. Therefore the only correspondence type that can be manually generated from ICES is a
duplicate notice if a Client and/or authorized representative requests a copy.

3.11.4.14 Correspondence Screens in ICES

Summary
Screen

Detail
Screen

Description

CNVN

VIEWABLE NOTICE LISTING — Provides a record of all Client
notices that have been generated in the current month and the three
previous months.

CNVT

VIEW NOTICE TEXT — Provides a view of the text of Client notices
that have been generated in the current month and the three
previous months.

CNHS

NOTICE HISTORY - Provides a record of all Client notices that have
been generated.

CNDH

NOTICE HISTORY DETAIL — Provides information about a specific

Client notice that has been generated by the system.

3.11.4.15 Re-mail Correspondence in ICES from CNVN

Step

Re-mail Correspondence in ICES from CNVN

1. | InICES, navigate to the correspondence history for the associated case record by entering
TRAN: CNVN; PARMS: ICES Case Number.

NEXT TRAN: CNVN PARMS: 2000014999
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Step Re-mail Correspondence in ICES from CNVN

2. | From the ICES notice history, identify the notice to be re-mailed.

VIEWABLE NOTICE LISTING 08/03/07
T49704 A
CASE/APPL NBR. 2000014999

SEL MAILED TYPE ADDRESSEE CAT SEQ CONTENT
01 04/01/02 AEQL WOMAN DISABLED MA D 02 MEDICAID APPROVAL
02 04/01/02 AEO1 MAN DISABLED MA D 01 MEDICAID APPROVAL

ENTER SELECTION NUMBER: 01
PFKEY 16: VIEW NOTICE TEXT PFKEY 17: BACK TO TOP

3. | To view the notice text, enter the selection number. Press the PF16 key.
4. | ICES displays screen CNVT — View Notice Text.

CNVT VIEW NOTICE TEXT 08/03/07 13:22
NOTICE TYPE: AEOL CASE: 2000014999 T49704 A REFM/RO
COUNTY: 22 FLOYD WORKER: TESTOl BOB REFM

NOTICE REQUESTED: 03/28/02 MAILED: 04/01/02

WOMAN DISABLED
ADDR
CITY, IN 46221

Dear WOMAN DISABLED,
MA D 02 (MA)

Your application for MEDICAID dated MARCH 28, 2002 has been
approved.

Your medical coverage is effective MAY 01, 2002.

You were also eligible for the following month(s):

#% THIS IS A SCREEN PRINT AND DOES NOT SATISFY NOTICE REQUIREMENTS *¥*
LAST DUP SENT: COPY SENT: PF7-PG UP PF8-PG DN
PF23-DUPLICATE NOTICE PF24-COPY NOTICE PF17-RETURN TO LISTING
NEXT TRAN: _ PARMS :

5. | Press PF23 to generate a copy of the notice to be re-mailed.
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Step

Re-mail Correspondence in ICES from CNVN

Enter TRAN: CLRC; PARMS; ICES Case Number. Update case notes regarding action
taken.
CLRC RUNNING RECORD COMMENTS

COMMENTS TYPE: GENERAL
COUNTY: 22 CASE: 2000014999 INITIAL CONTACT: MAN DISABLED

ENTERED  USERID COMMENTS
08/03/07 T49704 WOMAN DISABLED CALLED AND REQUESTED A COPY OF MA D AWARD
LETTER BE RESENT. GENERATED DUPLICATE NOTICE.

3.11.4.16 Re-mail Correspondence in ICES from CNHS

Step

Re-mail Correspondence in ICES from CNHS

1.

In ICES, navigate to the correspondence history for the associated case record by entering

TRAN: CNHS; PARMS: ICES Case Number.

NEXT TRAN: CNHS PARMS: 2000014999

From the ICES notice history, identify the notice to be re-mailed.

NOTICE HISTORY 08/03/07 13:33
T49704 A REFM/RO
CASE/APPL NBR. 2000014999

DTL #*tk¥at NOTICE *éaawis FEREEE YORKER *HHid
SEL MAILED REQUESTED TYPE CAT SEQ NUMBER  NAME

1 04/01/02 03/28/02 AEOL MA D 01 TESTOL B REFM/ROGER
2 04/01/02 03/28/02 AEOL MA D 02 TESTOL B REFM/ROGER

ENTER SELECTION NUMBER: 01
PFKEY 15: NOTICE DETAIL INFORMATION

To view the notice detail information, enter the selection number. Press the PF15 key.
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Step Re-mail Correspondence in ICES from CNHS
4. | ICES displays screen CNHD — Notice History Detail.
CNHD NOTICE HISTORY DETAIL 08/03/07 13:5
NOTICE TYPE: AEO1 APPROVAL NOTICE T49704 A REFM/R
CASE/CAT/SEQ: 2000014999 MA D 02 AG NAME: WOMAN DISABLED
COUNTY: 22 FLOYD WORKER: TESTO1 BOB REFM
NOTICE REQUESTED: 03/28/02 MATLED: 04/01/02 REASONS:
MAILED TO: WOMAN DISABLED
ADDR
CITY _ , IN 462210000
APPL DATE : 03/28/02
STATUS : APPROVED
EFF DATE : 05/01/02
LAST DUP SENT: COPY SENT: PF-8 NEXT PAGE
PF23-DUPLICATE NOTICE PF24-COPY NOTICE PF17-RETURN TO SUMMARY
NEXT TRAN: PARMS :
Press PF23 to generate a copy of the notice to be re-mailed.
6. | Enter TRAN: CLRC; PARMS; ICES Case Number. Update case notes regarding action
taken.
CLRC RUNNING RECORD COMMENTS 08/03/07 13:27
T49704 A REFM/ROQ
COMMENTS TYPE: GENERAL
COUNTY: 22 CASE: 2000014999 INITIAL CONTACT: MAN DISABLED
ENTERED  USERID COMMENTS
08/03/07 T49704 WOMAN DISABLED CALLED AND REQUESTED A COPY OF MA D AWARD
LETTER BE RESENT. GENERATED DUPLICATE NOTICE.
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3.11.5 Processing Solicited Documents

3.11.5.1 Overview

The Process Solicited Document Work Instructions describe activities performed at a Service
Center by the Coalition's Document Specialist, Eligibility Associate or Eligibility Specialist
related to processing requested verifications upon receipt, and handling due dates. Certain
activities related to processing requested verifications may also be performed at the Coalition's
Help Center.

A solicited document is a document that a Service Center or Help Center (State or Coalition-
operated) has requested from a Client, authorized representative or third party. The terms
“solicited document” and “requested document” are used interchangeably. Requests are made
through a pending notice, which is generated by an Eligibility Associate, Eligibility Specialist or
Help Center staff. Documents submitted via mail or fax are received at the Document Center.
Documents may also be received at a Help Center, which is responsible for sending the
requested date-stamped verifications via mail or fax to the Document Center in a timely
manner.

Documents are typically, but not always, bar-coded or accompanied by a bar-coded cover sheet
which supports the automatic linking of received verifications to the correct application or case
at the Document Center. The terms “linking” and “indexing” documents are used
interchangeably to describe the process of associating a document image with the correct case
or Client, which is a critical step in document processing. Documents which are not bar-coded
need to be linked to the correct case by other identifying characteristics, if present, such as
name, Social Security Number, or Case Number. If a document is not automatically indexed to
a case, it is presented as a task in the Non-Indexed Document queue.

Depending on the reason for requesting the document, different due dates apply and different
actions upon receipt of the requested verifications may result. Requested verifications, when
received, are routed to the appropriate workgroup or queue based on the reason the document
was requested, the type of verification received and/or the verification attributes, such as the
program, assistance group or language.

After the solicited document is requested, the system monitors for the due date of the task
related to processing an application, re-determination, or change. The due date is user or
system-generated, based on program eligibility rules and the Coalition's due dates as
established in contractual agreements with the State.

3.11.5.2 Processing Receipt of Solicited Documents

3.11.5.3 Solicited Documents Received

Requested documents are received in the Document Center, imaged and indexed to a pending
application, re-determination or change. Documents are held for five (5) days, after which the
system creates a new Solicited Documents Received task and places the task in the queue.
When all but one of the solicited documents has been received, the next document received for
that case is indexed, immediately creating a task for the appropriate workgroup to process. A
task is also created immediately if all of the solicited documents are received together at the
same time.
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Step Solicited Documents Received
1. | View the task from the User Home page, Click Task ID. This displays Primary Action on the
Task Home page.
Get Next Task
My Tasks
Task g;::stprlma Task Name Status Priority Due Dat
FIRST " . ) . . 10/15/2
2000029450 SATURDAYD 1003 - Research Invalid New Application Reserved High 14:54
2. | View the Primary Action and Task Instructions, as shown on Task Home page
Task Home
Close Task Park Task Forward Task
1068 - Reported Change
Task ID: 90000356708 Status: Unreserved
Priority: High Deadine: 11/13/2007 16:16
Reserved By: Last Assigned: 12/12/2007 16:59
Time Worked: 00:00 [Changel Park Deadline:
Case Home Page
Process a reported change to a case.
3. | Click the Case Home page link shown on the Task Home page. The system navigates to
the Case Home page.
; . Case Home: James Smith — <<ICES Case Number>> 2?
D (o —
* Home
O Applica Review Asset/Trust Process Benefit Recovery Process Redetermination
: mber Submit Case for Authorization Submit Change for Authorization
-
o oetais |
o ‘Status Date:  1/1/2007 Status: Pending
A D Pending Verffications: Yes Redetermination Date: 6/1/2007
. '
a Full Name: James Smith Social Security Number: 123-12-1234
O Col denc Date of Birth: 1/1/1950
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Step Solicited Documents Received
4. | Click Solicited Documents Requests from the left Navigation bar to display the documents
requested in each notice; view the verifications solicited but not yet listed as received for
the case.
Case # - Primary Client Name — Primary Client SSN 2
.
R - Action Solicited Cormrespondence = Verification Client  Mail Date Due Date Received
- By Name Date
. View | Edit W2 FI 2032: Pending Age John  04/01/2007
. Apps/ Verifications for Smith
. Redets  Applicants/
0 Recipients
0 View | Edit wG2 F12032: Pending  |dentitiy John  04/01/2007
Solicited D s Apps/ \a’eriﬁcationls for Smith
Requests Redets  Applicants/
= Recipients
View | Edit WG3 Medicaid James 04/01/2007 05/01/2007 04/20/2007
O Changes Disability Initial Smith
- Action Notice to
Applicant
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Step Solicited Documents Received
5. | v Go to Documents from left Navigation bar, and click View.
() Hom -
E Search Non-l|
‘.
Action
View | Edit
View | Edit
View | Edit
v' Within the View Document Details screen, click the Document Name hyperlink to view
the document itself.
View Document Details: James Smith - 1534
Rearrange Restan
Document Name: =<Docurment Mames>
Document Type: <<Document Type=>=
Client/Case Name: - James Smith File Date: 12/31/06
Recaipt Date; - 1213106 Scan Date; 12/3106
Delivery Method: —~ Mail Status:  Accepted
Language: Engiish Rescan =
Requested?
Rearrange 2
Requested? r Best Available [~
Image?
Document Comments
Comments I
¥
Edit || Dedink | [ Close |
v" Review each document received to confirm it is indexed to the correct application or
case. If the document is correctly indexed, go to Step 7.
6. | If adocument is not indexed to the correct application or case, click De-link and Search
Case or De-link and Search Person.
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Step

Solicited Documents Received

View Document Details: James Smith - 1534

Options

Rearrange Rescan

Document: Document Mame

Client/Case Name: James Smith File Date: 12/31/06
Receipt Date:  42/31/08 Scan Date: 12/31/06
Delivery Method:  Mail Document Type; Vital Statistics
Language: Engiish Status: Accepled
Rearrangs Rescan Requested? [~
Requested?

Best Available Image? [~

Document Comments

Comments

Edit @ Close |

If you selected to De-Link and Search a Case then the Search Case page will display.
<GUI?>

If you selected to De-Link and Search a Person then the Search Person page will display.
<GUI?>

Use the same Search methods for searching a case or a person, depending on which
option was selected, found in <Section 3.11.3.5> and <3.11.3.6.>

If the search finds a match to the individual or case related to the document, note the case
number or person the document was related to, and select Link. Go to Step 9.

If no matches are found when searching a case and a person, then select Close. The
Document Details page will display. Select De-Link and a task will automatically be created
for WG 8 to process a Non-Indexed Document. Skip to Step 12.

Go to the case to which the document was just linked in WFMS.

10.

From the Left Navigation on the Case Home Page, select Solicited Documents Requests
and verify if there are any blank due date fields for solicited documents requested;
determine if the document that was just linked to the case satisfies the solicited document
request.

If the solicited documents that were requested were selected as “Other” on the Pending
Verification form, then from the Left Navigation, select Correspondence and determine what
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Step

Solicited Documents Received

the “Other” was for.

11. | If the document that was just linked to the case meets the requirement for any of the
documents that were solicited, then select Edit from the Action column next to the
Correspondence listed.

If the document that was just linked to the case does not meet the requirements of any of
the documents that were solicited or no documents had been solicited, then go to Step 12.

12. | In the Received field, update the date that the document was received and select Save.

13. | Return to the case related to the original task that was received.

14. | v Review each document and compare with the Document Details.

v" Check the document type, name and language to see that they are correct in the
details screen.

v Click Edit to update these and any other editable document details if necessary.
View Document Details: James Smith - 1534

Rearmange Rescan

Document: Document Narme

Client/Case Name: James Smith File Date: 12/31/06
Receipt Date: 12/31/06 Scan Date: 12/31/06
Delivery Method:  Mail Document Typa: Vital Statistics
Language: gnglish Status: Accepted
Rearrange - Rescan Requested? [
Requested?

Best Available Image? [~

Document Comments

Comments

_|(CDedink ] _Close ]

The editable fields display as dropdown boxes such as the following, with options to select
or modify after reviewing the document.
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Step

Solicited Documents Received

Edit Attachment Details KAVYA SRI - 3000361620 | Help

I
+Document Type: | R | Language: |English v

E . Bank : : . |s/20/2007 | &
#Document Name: Shabemenit &, 0F View Document File Date:

Client/Case Mame: |[BABY SRI v Status: !_Accepted v|

Delivery Method: Attached

Document Comments

Felix as wglr: Swap first two pages; order should be 2, 3, 1. This is
the Promissory Mote indexed to client Baby Sri. DOME.

Comments:

The File Date is entered at the Document Center and applies to applications; this field may
be updated while processing an application only.

Edit Attachment Details KAVYA SRI - 3000361620 | Help

I
+Document Type: | R | Language: |English v

E . Bank : : . |s/20/2007 | &
#Document Name: Shabemenit &, 0F View Document File Date:

Client/Case Mame: |[BABY SRI v Status: !_Accepted v|

Delivery Method: Attached

Document Comments

Felix as wglr: Swap first two pages; order should be 2, 3, 1. This is
the Promissory Mote indexed to client Baby Sri. DOME.

Comments:

Note: However, if the file date for an application is determined to be incorrect after the AR
has been completed in ICES, update the file date (AEFPY) in ICES.

15.

Review the document(s) received, and determine whether or not the submitted document
satisfies the pending verification requested for a specific item (age, identity, etc.).

v If it is not acceptable verification, click Documents in the left Navigation bar. Select the
document received with the task. In the Edit Document Details screen, modify the
Status field of the Document from Received to Not Accepted, and enter a concise
explanation of the reason for this action in the Comments field.

v If the document submitted is acceptable verification, click Documents in left Navigation
bar. Select the document received with the task. In the Edit Document Details screen,
modify the Status field of the Document from Received to Accepted.

v After entering the document status as accepted, go back to Solicited
Documents Requests, click Edit for that document, and enter the received date
in the Solicited Documents Details screen. Click Save and then click Cancel to
return to the Solicited Documents Requests screen. Review for accuracy.

16.

v' Update the information in ICES on the appropriate screens.
v Run AEABC.
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Step Solicited Documents Received

17. | Click the Data Collection Checklist from the left Navigation bar, complete any outstanding
items on the checklist, and mark those items in the checklist that are finished as a result of
processing the Solicited Document Received task.

James Smith - 60000001 7
m Read Previous Checklist Read Current Checklist Create Checklist
: Type: Data Collection Checklist Status: In Progress
.
: Action Lategroy Seguence Payee Status
- l— Medicaid for the Aged 01 John Smith Pending
Data Collection r s o James Smith Pending
Checklist r Hoosier Healthwise for Children under Age One 01 John Smith Pending
) | TANF based on Absence of Parent o1 James Smith Pending
.
- Complete  N/A Checklist ltems
s | | Application data and any default values reconciled/updated in ICES

18. | v If there are incomplete items that can be completed later that day, park the case on
your desktop and retrieve a new task.

v Park the task by navigating to the Task Home page and clicking the Park Task link.
Enter any task comments as appropriate.

Family and Social Services Administration .

Park Deadline Date

Park Deadline Date: | &

|

v' Retrieving a new task for the same case is automatic when you park or close the
current task on which you are working.

19. | Update running comments in ICES (CLRC) to describe the actions you have taken and
what remains outstanding.

CLRC RUNNING RECORD COMMENTS 07/10/07 08:58
T49709 A REFM/BIPPE

COMMENTS TYPE: GENERAL
COUNTY: 72 CASE: 2000060695 INITIAL CONTACT: MA KETTLE

ENTERED  USERID COMMENTS
07/10/07 T49709 Client has a Trust. More information is needed. Sent a 203
2 requesting the fincancial statement
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Step Solicited Documents Received
20. | Note: The process cannot continue until the Data Collection checklist is complete, unless in
limited circumstances you override the checklist. Those circumstances include a Client
request to withdraw from a program(s), or evidence in a solicited document that would
clearly result in a denial by the SEC, or applicant failed to return required verification(s) by
the final due date.
For Adult-Related Medicaid applications and re-determinations, the completion of the
checklist generates a task for a Second Party Review (WG11).
/_--’ _\_'\._
- _ Second Party Review Checklist: James Smith - 60000001 ?
]_ . Read Previous Checklist Read Current Checklist Create Checklist
Type: Data Collection Checklist Status: In Progress
Action Lategroy Sequence Individual Status
|- Medicaid for the Aged 01 John Smith Pending
'- Food Stamps o James Smith Pending
|_ Hoaosier Healthwise for Children under Age One 01 John Smith Pending
|- TANF based on Absence of Parent o James Smith Pending
Checklist ltems
Comnlete  N/A Checklist ltams
21. | When the Data Collection Checklist is completed for an Assistance Group, this creates a
new State Review and Eligibility Determination task and sends it to the SEC queue.
B
Complete N/ A Checklist Ttem
O Application data and any default walues reconciled/updated in ICES
O Required Data Broker request submitted
O Data Collection interview completed (N/A for HHW Only)
Check Complete or N/A for all items each time Checklist is completed, unless Overriding Checklist
Fl Data Broker information reconciled
O For Adult cases, if asset trust present, Asset Trust task initiated
O For Disability cases, Social Summary completed (Form 251B)
O Asset Trust Review completed
Search performed for all cutstanding tasks and completed as appropriate
O Search completed for all outstanding verifications and information processed for any verificatior
O Required verifications evaluated for completeness for AGs ready for State review and eligibility
Case recording entered in ICES for data collection activities completed
O FIAT Authorization Meeded
Override Checklist
Reascn Required: Check a reason below or enter comments
O Applicant failed to complete required interview or return required verification
| Applicant has withdrawn application or documentation indicates ineligibility
[ save ][ Cancel |
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Step

Solicited Documents Received

22.

If necessary, (such as when verifications received are insufficient or raise additional
guestions), attempt to contact the applicant by telephone to clarify issues or Send a Notice
for additional verification. (Refer to Section 3.11.3, Sending Notices WI for Create

Correspondence<insert hyperlink>)
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3.11.5.3.1 Solicited Documents Not Received by Due Date

When all requested documents are not received together, the system creates a Documents
Ready for Review task five (5) days after the earliest document is received. When all but one
solicited document for a case has been received, the next document received for that case is
indexed, immediately creating a task for the appropriate workgroup to process.

The system tracks the file date and the pending Assistance Groups and creates a Threshold

Approaching-Checklist Incomplete task, five (5) business days before the last day for disposing
the application. All pending applications and re-determinations must be sent to the SEC at least
three (3) days before the last day for disposing of the application within the standard time limits.

Pending changes must also be sent to the SEC based on specific time frames. The WFMS
tracks that date and creates a Solicited Documents Requested Not Received by Due Date task,
one (1) day after the due date.

Step Solicited Documents Not Received by Due Date
1. | Follow Steps 1 — 12 from section 3.11.5.3, Solicited Document Received<insert hyperlink>.

From the left Navigation bar, click Solicited Documents Requests to view documents that
are still outstanding.

Case # - Primary Client Name — Primary Client SSN ?
_
e 4 Action Solicited Comespondence  Verification Client Mail Date  Due Date  Received
bl By Name Date
o View | Edit w2 FI12032: Pending Age John  04/01/2007
. Apps/ Verifications for Smith
. Redets  Applicants/
. Recipients
e View [ Edit wG2 F12032: Pending  |dentitiy John 04/01/2007
Solicited Documents Apps/ Verif_lcations for Smith
Requests Redets  Applicants/
~ Recipients
View | Edit WG3 Medicaid James 04/01/2007 05/01/2007 04/20/2007

2. | If there are no AG(s) ready for eligibility determination, close the task.

Note: The process cannot continue until the Data Collection Checklist is complete unless,
in limited circumstances, you override the checklist. Those circumstances include a Client
request to withdraw from a program(s), or evidence in a solicited document that would
clearly result in a denial by the SEC, or the applicant failed to return required verification(s)
by the final due date.

For Adult-Related Medicaid applications and re-determinations, the completion of the
checklist generates a task for a Second Party Review (WG11).
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Step Solicited Documents Not Received by Due Date
4. | View the task and click the Task ID from the User Home page. This displays the Task
Home page.
Process Request for Services Case
Create Application Case Person
Administration Document
Task
User
Workflow
Get Next Task
My Tasks
TasklD |Caseld Document ~ Subject Status Prioity  Due Date
204 123456790 Bitth Rearrange Document: Case: 1234567890; Client:  gpen Low T/30/2004
Certificate 1234567809012 00:00
300 122456790 Application Process Application Parkesd Low TI30/2004
00:00
5. | View the Primary Action and Task Instructions from the Task Home page.
Task Home i
Craviotin Y
- Close Task Park Task Forward Task
Process Application
Task ID: 294 Status: Open
Priority: Medium Deadline: 2/21/2007 00-00
Reserved By: SUPER USER Last Assigned: 2/16/2007 12:14
Time Worked: 00:00 [Change] Park Deadline; 2/16/2007 12:14
Case Home Page
Task Instructions
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Step Solicited Documents Not Received by Due Date
6. | Click the Case Home page link shown on the Task Home page.
Task Home ?
[ravigatin Y
* Task Home
Close Task Park Task Eorward Task
Process Application
Task ID: 204 Status: Open
Prionty: Medium Deadline: 2/21/2007 00:00
Reserved By: SUPER USER Last Assigned: 2/16/2007 12:14
Time Worked: 00:00 [Change’ Park Deadline: 2/16/2007 12:14
Supporting normaton
Case Home Page
The system navigates to the Case Home page.
Case Home: James Smith — <<ICES Case Number>> ?
[ ravgatin Y
. Review Asset/Trust Process Benefit Recovery Process Redetermination
L)
O Submit Case for Authorization Submit Change for Authorization
-
5 oetais |
O Status Date:  1/1/2007 Status: Pending
O Pending Verifications: Yes Redetermination Date: 6/1/2007
.
0 ; Full Name: James Smith Social Security Number: 123-12-1234
0 Date of Birth: 1/1/1950
7. | Click the Solicited Documents Requests from the left Navigation bar to review any
documents that were received, when they were received, and what documents/verifications
are still needed.
ed | iz Case # - Primary Client Name — Primary Client SSN ?
7-"—-—) Action Solicited Correspondence  Verification Client MailDate  DueDate  Received
5 By Name i Date
O View | Edit WG2 F12032: Pending Age John  04/01/2007
. Apps/ Verifications for Smith
. Redets  Applicants/
. X Recipients
) View | Edit w2 FI1 2032: Pending Identitiy John  04/01/2007
 solicited D s Apps/ Verifications for Smith
* Requests Redets  Applicants/
~ a | Recipients
View | Edit ‘v_"II!_'G3 Medicaid James 04/01/2007 05/01/2007 04/20/2007
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Step Solicited Documents Not Received by Due Date

8. | Click Documents in the left Navigation bar and then Search Non-Indexed Documents to
search for the document, which may have been submitted without a bar-coded cover sheet
and could not be indexed to the case.

.
Documents: James Smith - 1354
A Prog | Search Non-Indexed Documents |
2 Action Document Type  Document Client Receipt Date  Status
:. View | Edit Application Application James Smith 6/14/2006 Rescan
= : View | Edit  Vital Statistics ~ Birth Certificate  James Smith 6/14/2006 Rearrange
O Expenses View | Edit  Vital Statistics ~ Birth Certificate  John Smith 6/14/2006 Reviewed
O Notes View | Edit Vital Statisfics Birth Certificate  Linda Smith 6/14/2008 Received
e Search using Client Social Security Number, name and address or name only, without
selecting document type so that the search is performed for all documents. If the search
result is too large, narrow the search criteria by entering the specific document type.
e Also, consider searching common names by using alternate name spellings. For
example, if Client name is Michael Smith, also search using Mike Smith or M Smith.

9. | The system displays the search results. If any documents are found, click the Document
Name hyperlink in the Document column of the Search Results. View the document image
itself by clicking the Document Name link. View the document image alongside the View
Non-Indexed Document Details.

...Fw Services Administration LS "-_
.' Non-Indexed Document Search
Mon-Indexed Document Search
Document Type: _ i Document:
Receipt Date (5/01/0007 ; Receipt Date
From: | L 2 | Through:
SSN: | |
dl
" Client First Name: | |Client Last Marme:
Address Linel: | | Address LineZz:
City: | | State: | | Zip Code:
| [ search ][ Reset || Cancel |
| Search Results {(Number of Items: 40}
| mTTon Document Type Client Receipt D
EDIT Unknown 6/21/200
EDIT Unknown 6/21/200
EDIT Unknowh 6/21/200
EDIT Marriage Record 6/21,/200
EDIT Unknown 6/21/200
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Step

Solicited Documents Not Received by Due Date

10.

v" Review the identifying information on the document, and determine if it should be linked
to the case being worked.

v If so, click the Link button.
Zip Code: |

[ Search | [ Reset | [ Done |
Search Results (Number of Items: 3)

Action Document Type Document Client Receipt Date  Status

Vital Statistics Birth Certificate  James Smith 6/14/2006 Accepted
Vital Statistics Birth Certificate  John Smith 6/14/2006 Not Accepted
Link Vital Statistics Birth Certificate  Linda Smith 6/14/2006 Received

v' The system adds the document to the documents list for the case and navigates back
to the Documents page.

Process the document.

v" Repeat the process if additional solicited documents are outstanding, and the search
results show more than one document.

AN

11.

v If the Search results do not show any document(s) that should be indexed to the case,
from the left Navigation bar, click the Data Collection Checklist.

v' Complete any outstanding items on the checklist and mark those items in the checklist
that are finished as a result of the Threshold Approaching —Checklist Incomplete task.

Data Collection Checkliist James Smith - 60000001 ?
' Read Previous Checklist Read Current Checklist Create Checklist
e o ]

Checkiist Details

Type: Data Collection Checklist Status: In Progress

Application/Redetermination Data Collection Checklist for:

Lategroy Seguence Payee Status
Medicaid for the Aged 01 John Smith

. & 8 & 8 00

Pending
_ Data Collection Lt o1 James Smith Pending

Checklist Hoosier Healthwisa for Children under Age One 01 John Smith Pending

'I'I'I'IE

TANF based on Absence of Parent 1 James Smith Pending

. Checklist ltems

L) Complete  N/A Checklist ltems

[l - Application data and any default values reconciled/updated in ICES
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Step Solicited Documents Not Received by Due Date

12. | v Inthe Data Collection Checklist, check the box under Complete for the “Search
completed for all outstanding verifications and information processed for any
verifications found.”

v Also check the Override option “Failure to return required verification”, which generates
the State Review and Eligibility Determination task and sends it to the SEC queue.

Food Stamps 01 James Smith i
Data Collection C Pending
Checklist r Hoosier Healthwise for Children under Age Cne 01 John Smith Pending

) r TANF basad on Absence of Parent a James Smith Pending
) Checklist ltems
- Complete  N/A Checklist ltems
2 I | Application data and any default values reconciled/updated in ICES
L ]

I | Required Data Broker request submitted
-

r 1 Data Collection interview completed (N/A for HHW Only)

| P \ ¥

Check Complete or N/A for all items each time Checklist is completed, unless Ovemiding Checklist

I Data Broker information reconciled

|| For Adult cases, if asset trust present, Asset Trust task initiated
I For Disability cases, Social Summary completed (Form 2518)
[

Asset Trust Review completed

Search performed for all outstanding tasks and completed as appropriate

OO00onon

- Search completed for all outstanding verifications and information processed for any
verifications found

13. | Note: The process cannot continue until the Data Collection Checklist is certified; in limited
circumstances, you can override the checklist. Those circumstances include failure to
return required verification by the due date, evidence in a solicited document that would
clearly result in a denial by the SEC, or a Client requests to withdraw from a program.

For adult-related Medicaid applications and re-determinations, the completion of the
checklist generates a task for a Second Party Review (WG11).

14. | Update ICES case notes (CLRC) to describe the actions you have taken and what remains
outstanding.

CLRC RUNNING RECORD COMMENTS 07/10/07 08:58
T49709 A REFM/BIPPE]

COMMENTS TYPE: GENERAL
COUNTY: 72 CASE: 2000060695 INITIAL CONTACT: MA KETTLE

ENTERED  USERID COMMENTS
07/10/07 T49709 Client has a Trust. More information is needed. Sent a 20
2 requesting the fincancial statement

3.11.5.3.2 Solicited Document Received After Final Temporal Event and Before State
Eligibility Decision

When the SEC reviews a task sent for State Review and Eligibility Determination and finds that

documents were received after the task was generated, and before the final date for action by

the SEC, the SEC processes those documents, making any necessary updates to WFMS and

ICES.
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3.11.5.3.3 Solicited Document Received After Final Temporal Event and After State
Eligibility Decision

When documents are received after the application, re-determination or change has been sent

to the SEC and after the SEC has completed the eligibility determination and denied /closed the

application, re-determination or change and the effective date of a denial/discontinuance has
passed, the following steps are followed.

Solicited Document received after Final Temporal Event and after State Eligibility
Decision

1. | View the task and click the task from the User Home page.

Step

View the Primary Action and Task Instructions.

Click Case Home page link.

From the Case Home page, click Documents from the left Navigation bar.
View the document(s) that is indexed to the case.

Verify the document is indexed to the correct case.

N ok iw N

Confirm that the document is a solicited document related to the State eligibility decision
that was made and that the document is not a hewly reported change submitted for
processing.

8. | Confirm that the document(s) is received after the Due Date, after the SEC decision and
after the effective date of the decision.

9. | Update running comments in ICES (CLRC) to describe your actions. No other action is
needed.

10. | Navigate to Task Home and click Close the Task. This prompts the system to pull another
task to complete.

3.11.5.3.4 Solicited Document Received After Final Temporal Event, After State Eligibility
Decision, Before the Effective State of Denial/Discontinuance: Documents Related to
an Application (Reinstatement)

When the documents are received after the application, re-determination or change has been
sent to the SEC and after the SEC has completed eligibility determination and denied/closed
the application, re-determination or change and the effective date of the denial/discontinuance
has not passed, the following actions are taken, depending on what type of process is taking
place.

Solicited Document Received After Final Temporal Event, After State Eligibility
Step Decision, Before the Effective State of Denial/Discontinuance:

Documents Related to an Application
1. | View the task and click the Task ID from the User Home page.

2. | View Primary Action and Task Instructions from the Task Home page.
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Solicited Document Received After Final Temporal Event, After State Eligibility
Step Decision, Before the Effective State of Denial/Discontinuance:

Documents Related to an Application

3. | Click the Case Home page link on the Task Home screen under supporting information to
take you to the Case Home page.

Task Home ?
[ravigaton )
e
Task Home

Close Task Park Task Forward Task

Subject

Process Application

Task ID: 294 Status: Open

Priority: Medium Deadline: 2/21/2007 00:00
Reserved By: SUPER USER Last Assigned: 2/16/2007 12:14
Time Worked: 00:00 [Change Park Deadline: 2/16/2007 12:14

Primary Action

Supporting Information
Case Home Page

4. | From the Case Home page, click Documents from the left Navigation bar.

Q 2

[ravigaton )
| — Documents: James Smith — 1354
-
Documents | Search Non-Indexed Documents |
L]
A Action Document Document Name Client Receipt Status
0 Tvpe Date
L]
. View | Edit Application Application James Smith 6/14/2006  Received
-
. View | Edit Vital Statistics ~ Birth Certificate James Smith 6/14/2006  Accepted
: View | Edit Vital Statistics  Birth Certificate John Smith ~ 6/14/2006  Not Accepted
= View | Edit Vital Statistics  Birth Certificate Linda Smith  6/14/2006 Received
-

5. | Review each document received to confirm it is indexed to the correct application or case,
and received after the SEC decision.

6. | Confirm whether document(s) received is the acceptable verification needed. Initiate action
on verifications that were received for each AG in the case.

7. | Review the Solicited Document Requests to confirm what document(s) were requested.

8. | v If all document(s) are submitted to process AG(s), go into ICES (AEICP) and choose
the applicable program(s).

v If all document(s) are not submitted, initiate action on those documents that were
received, and update running comments in ICES on actions taken in the case. Include a
statement that not all documents were received.
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Solicited Document Received After Final Temporal Event, After State Eligibility
Step Decision, Before the Effective State of Denial/Discontinuance:

Documents Related to an Application

9. | Enter the submitted information from the received documents and update the appropriate
information in ICES.

Run AEABC.
10. | Click Data Collection Checklist from the left Navigation bar and complete the checklist.

This creates a State Review and Eligibility Determination task which is sent to the SEC
queue.

Note: There may be more than one (1) AG group in the case; only initiate action on
requested verifications that were received per each AG in the case.

11. | Update ICES in running comments (CLRC) to describe the actions you have taken.

12. | Navigate to Task Home and click Close the Task. This prompts the system to pull another
task to complete.

3.11.5.3.5 Solicited Document Received After Final Temporal Event, After State Eligibility
Decision, Before the Effective Date of Denial/ Discontinuance: Documents Related to a
Re-determination

Solicited Document Received After Final Temporal Event, After State Eligibility
Step Decision, Before the Effective Date of Denial/ Discontinuance:

Documents Related to a Re-determination
1. | View the task and click the Task ID from the User Home page.

2. | View the Primary Action and Task Instructions from the Task Home page.

Click the Case Home page link on the Task Home screen under supporting information to
take you to Case Home page.

4. | From the Case Home page, click Documents from the left Navigation bar.

5. | Review each document received to confirm it is indexed to the correct application or case,
and received after the SEC decision.

6. | Confirm whether document(s) received is the acceptable verification needed. Initiate action
on verifications that were received for each AG in the case.

7. | Review the Solicited Document Requests to confirm what document(s) were requested.
v If all document(s) that were submitted to process AG(s), go into ICES (AEICP) choose
the applicable program(s).

v If all document(s) are not submitted, initiate action on those documents that were
received and update running comments in ICES on actions taken in the case; include
statement that not all documents were received.

9. | Enter the submitted information from the received document(s), and update the appropriate
information in ICES.

Run AEABC.
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Solicited Document Received After Final Temporal Event, After State Eligibility
Step Decision, Before the Effective Date of Denial/ Discontinuance:

Documents Related to a Re-determination

10. | Click Data Collection Checklist from the left Navigation bar and complete checklist, creating
a State Review and Eligibility Determination task which is sent to the SEC queue.

Note: There may be more than one (1) AG in the case; only initiate action on the requested
verifications that were received per each AG in the case.

11. | Update ICES in running comments (CLRC), to describe the actions you have taken.

12. | Navigate to Task Home and click Close the Task. This prompts the system to pull another
task to complete.

3.11.5.3.6 Solicited Document Received After Final Temporal Event, After State Eligibility
Decision, Before the Effective Date of Denial/Discontinuance: Documents Relate to a
Change

Solicited Document Received After Final Temporal Event, After State Eligibility
Step Decision, Before the Effective Date of Denial/Discontinuance:

Documents Relate to a Change
1. | View the task and click the Task ID from the User Home page.

2. | View the Primary Action and Task Instructions from the Task Home page.

3. | Click the Case Home page link on Task Home under Supporting Information to go to the
Case Home page.

4. | From the Case Home page, click Documents from the left Navigation bar.

5. | Review and confirm that all solicited document(s) are indexed to the correct case, and were
received after the SEC decision.

6. | Confirm whether document(s) received is the acceptable verification needed. Initiate action
on verifications that were received for each AG in the case.

7. | Review the Solicited Document Requests to confirm what document(s) were requested.

8. | v If all document(s) are submitted, go into ICES (AEICP) and choose applicable
program(s), review the submitted information from received documents, and update the
appropriate information in ICES.

v Run AEABC.

v If all document(s) are not submitted, initiate action on those documents that were
received, and update running comments in ICES on actions taken in the case. Include a
statement that not all documents were received.

9. | Enter the submitted information from the received document(s), and update the appropriate
information in ICES.

Run AEABC.

Note: There may be more than (1) AG in the case; only initiate action on the requested
verifications that were received per each AG in the case.
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Solicited Document Received After Final Temporal Event, After State Eligibility
Step Decision, Before the Effective Date of Denial/Discontinuance:

Documents Relate to a Change

10. | Click Change Checklist from the left Navigation bar and complete the checklist, creating a
State Review and Eligibility Determination task in WFMS. This task is sent to the SEC
queue.

11. | Update ICES in running comments (CLRC), to describe the actions you have taken and
what remains outstanding.

12. | Navigate to the Task Home and click Close the Task. This prompts the system to pull
another task to complete.

3.11.5.4 Client Statement in Lieu of Solicited Document

When a Client, authorized representative or third party calls to report difficulty in obtaining a
solicited document in response to a pending verification notice:

e The Tier 2 Eligibility Specialist makes a determination whether to generate a manual task
(Task Name: Client Cannot Get Documentation) to the appropriate workgroup to process
the information provided during the call or,

e To initiate a three-way conference call with the Client and the verification source.

If the task is handled during the call, the instructions are included in the Call Scripts. (Refer to
Section 2.13, Responding to Calls by Type, “What do | do if | can’t get the information you've
asked me for?”) <insert hyperlink>

If the Client’s report is received in writing, a task is generated by the Document Center (if the
document is indexed through a bar-code) or the Document Specialist (working the Non-Indexed
Documents Queue) to process this document. The EA or ES takes the following steps.

Ste Client Statement in Lieu of Solicited Document- Received by a Task Generated by
P Tier 2 ES or Receipt of Client’s Written Statement Explaining Difficulty
1. View the task and click the Task ID from the User Home page.
Task ID Name Assigned To  Priority Deadline
9000032032 new job Medium
9000034222 1058 - Reported Change High 10/25/200
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Client Statement in Lieu of Solicited Document- Received by a Task Generated by

Step Tier 2 ES or Receipt of Client’s Written Statement Explaining Difficulty

2. View the Primary Action and Task Instructions from the Task Home page.

1068 - Reported Change

Task ID: 92000034222 Status: Unreserved

Priority: High Deadline: 10/25/2007 15:21
Reserved By: Last Assigned: 12/12/2007 156:59
Time Worked: 00:00 [Change] Park Deadline:

Primary Action Supporting Information

Case Home Page

Task Instructions
Process a reported change to a case.

If task was created by the Tier 2 ES at the Call Center:

v The task name is Client Cannot Get Documentation.

v Primary Action is: Assist Client in obtaining verification or accept Client's statement.
v Process appropriately.

3. Click the Case Home page link under Supporting Information to display the Case Home
page.
Task Home ?

[rovigaton Y

* Task Home

Options

Close Task Park Task Eorward Task

Subject
Process Application

Details

Task ID: 294 Status: Open

Priority:  Medium Deadline: 2/21/2007 00:00
Reserved By: SUPER USER Last Assigned: 2/16/2007 12:14
Time Worked: 00:00 [Change Park Deadline: 2/16/2007 12:14

Primary Action

Supporting Information

Case Home Page

Task Instructions
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Ste Client Statement in Lieu of Solicited Document- Received by a Task Generated by
P Tier 2 ES or Receipt of Client’s Written Statement Explaining Difficulty
4. From the left Navigation bar, click Solicited Documents Requests to view the verifications
requested and received.
Case # - Primary Client Name — Primary Client SSN 2
| navigation )
e —— Action Solicited Cormespondence  Verification Client Mail Date Due Date Received
2 By Name Date
5 View|Edit wG2  F12032: Pending Age John  04/01/2007
. Apps/ Verifications for Smith
O Redets  Applicants/
0 Recipients
0 View | Edit w2 F12032: Pending  |dentitiy John  04/01/2007
Rbliciad Documerts Apps/ Verif_lcations for Smith
Requests Redets  Applicants/
~ Recipients
View|Edit WG3  Medicaid James 04/01/2007 05/01/2007 04/20/2007
5. From the Case Home page, click Documents from the left Navigation bar.
[ navigation J
»
Search Non-I
.
Action
6. View the document with the Client’s written statement or ICES Case Notes entered about
the call handled by the Tier 2 ES.
Identify the Client’s reason for being unable to obtain the requested verification.
7. Evaluate whether or not any other viable source can provide the needed verification. If so,
attempt collateral contact, if allowed by policy.
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Ste Client Statement in Lieu of Solicited Document- Received by a Task Generated by
P Tier 2 ES or Receipt of Client’s Written Statement Explaining Difficulty
8. Assess whether the Client statement is acceptable verification under the circumstances
provided by the Client and consistent with policy. Refer to State Policy Manual for
Application Processing<insert hyperlink>)
e If the Client statement is not acceptable, notify the Client by mail. (Refer to Section
3.11.4, Sending Notices<insert hyperlink>)
e If the Client's statement is written and is not acceptable, update the status of the
document to Not Accepted and enter a reason in the Comments field.
Edit Document Details: James Smith - 1534 ?
s
EaEE ;— %% View Document
Document Type: | ;]
Client/Case Name: | _‘:J File Date: |
Receipt Date.  12/31/06 Scan Date:  12/31/06
Delivery Methad:  Mail Status: I ~]
Language: | ﬂ Rescan Reguested? |-
nggg:tggs r Best Available Image? [~
i
Comments
i
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Step

Client Statement in Lieu of Solicited Document- Received by a Task Generated by
Tier 2 ES or Receipt of Client’s Written Statement Explaining Difficulty

v If the Client's statement is acceptable, click Solicited Documents Requests from the
left Navigation bar.

v Update the item by clicking Edit and entering the received date. This is the date the
statement was received through the Call Center or the Client’s written statement was
received.

v In the Comments box, enter that the solicited document request was satisfied by the
Client's Statement.

Solicited Documents Details |
L

Correspondence Details

Correspondence Name: Refdig Veihications fof Due Date: U12x"1?{200?
Applicants-Recipients

Status: Pending Received Date: |

[ Delete ][ Save |[ Cancel |

v If the Client’s statement is acceptable and was received in a written document,
navigate to the Documents List, pull up the document, and update the status to
Accepted.

v Check the Solicited Documents Requests page to be sure this updates the Received
Date.

{s Case # - Primary Client Name — Primary Client SSN ?

navigation

—-;——“—-/ Action Solicited Cormespondence  Verification Client Mail Date Due Date Received
5 By Name Date
O View | Edit WG2 FI2032: Pending Age John  04/01/2007
) Apps/ Verifications for Smith
O Redets  Applicants/
. Recipients
0 View | Edit w2 Fl 2032: Pending Identitiy John 04/01/2007
. Solicited D s Apps/ Ver[ﬁcations for Smith
Requests Redets  Applicants/
Recipients

View | Edit WG3 Medicaid James 04/01/2007 05/01/2007 04/20/2007
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Client Statement in Lieu of Solicited Document- Received by a Task Generated by
Tier 2 ES or Receipt of Client’s Written Statement Explaining Difficulty

10. v If Client's statement is acceptable, enter the information in ICES, and complete
processing as appropriate.

Step

v If the Client's statement is not acceptable, document the reason and actions taken in
running comments in ICES (CLRC) and that a notice was sent to the Client.

CLRC RUNNING RECORD COMMENTS 07/10/07 08:58
T49709 A REFM/BIPPE

COMMENTS TYPE: GENERAL
COUNTY: 72 CASE: 2000060695 INITIAL CONTACT: MA KETTLE

ENTERED  USERID COMMENTS
07/10/07 T49709 <Client has a Trust. More information is needed. Sent a 203
2 requesting the fincancial statement
11. Navigate to the Task Home and click Close the Task. This prompts the system to present
the next task.

12. v If the Client's statement satisfies the last verification needed, mark the Data
Collection Checklist as completed. The system then sends a State Review and
Eligibility Determination task to the SEC queue.

v If the Client's statement is not the last verification needed, navigate to the Task Home
and click Close the Task.

3.11.5.5 Unsolicited Documents Received

An unsolicited document is a document submitted by the Client, authorized representative or
third party that has not been requested by the EA, ES or ESA. Typically, such a document is a
report of a change. It could also be a document that the applicant/recipient believes is heeded
related to the case, even though it has not been requested. For Medicaid-Spend Down
recipients, an unsolicited document could be a copy of non-claim medical expenses, sent with
or without the General Cover Sheet identifying them as such.

An unsolicited document results in a change task and is processed by WG 3. A task generated
by an unsolicited document does not wait five (5) days after receipt to be processed. Instead,
the task is generated to WG3 immediately upon receipt, indexing and identification as an
unsolicited document.

Step Process Unsolicited Documents

1. | Follow Steps 1-9 from Section 3.11.5.3, Solicited Documents Received<insert hyperlink>,
except that in Step 9, you determine the document has not been solicited or there are no
outstanding solicited document requests.

If the document is accompanied by a cover sheet, review any information it contains. Mark
the unsolicited document status as “Accepted.”

2. | As necessary, review the case in ICES to determine the reason the document was
submitted.

If the document is non-claim medical expenses for a Medicaid-Spend Down recipient, refer
to Section 3.6, Maintaining a Case, Processing Non- Claim Medical Expenses for Spend-
down<insert hyperlink> for instructions.
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Step Process Unsolicited Documents
3. | Update running comments in ICES (CLRC) on actions taken and continue processing case
if possible.
e If processing the case cannot continue due to needing additional verification, send a
pending verification notice to the Client. (Refer to Section 3.11.4, Sending Notices,
Create Correspondence<insert hyperlink>) Close the task.
e If the case can be processed, complete the Data Collection Checklist. This creates a
new State Review and Eligibility Determination task and sends it to the SEC queue.
4. | When the task is closed, a new task is presented to be processed.

3.11.5.6 Solicited Document(s) Not Received for New Application — Medicaid
Categories: MA C, MA U, MA T, MA O, Aged, Disabled, Blind, QMB, SLMB

Step Solicited Document(s) Not Received for New Application — Medicaid Categories: MA
C, MA U, MA T, MA O, Aged, Disabled, Blind, QMB, SLMB
1. | From the User Home page, under the My Tasks cluster, view the Task Subject and click the
Task ID.
My Tasks
El?esrft—mi Task Name Status Priority Dueg
90000p9450 ﬁRD&YD 1003 - Research Invalid New Application Reserved High 1?
The WFMS displays the Task Home.
2. | View the Primary Action and Task Instructions.
Task Instructions: Enter delay code in ICES on AEFPY and document on CLRC.
3. | Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.
4. | Click Documents from the left Navigation bar.
[ navigation
Action
The WFMS displays the Documents page.
5. Review the Documents Solicited to determine what item(s) is still missing.
6. Invoke Search WI to search for solicited documents in repository of non-indexed documents.
(Refer to Section 3.11.3, Search WI<insert hyperlink>)
7. e Evaluate the documents in the Search Results to determine if the applicant submitted the
information, but the information has not been indexed to the case.
e |If the document is found or if the Medicaid Category is MA D, refer to Section 3.11.7.7,
Thornton-Related Solicited Documents<insert hyperlink>.
e If the document is not found, go to Step 8.
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Step Solicited Document(s) Not Received for New Application — Medicaid Categories: MA
C,MA U, MA T, MA O, Aged, Disabled, Blind, QMB, SLMB

8. Navigate to ICES. Enter TRAN: AEFPY; PARMS: ICES Case Number.

NEXT TRAN: aefpy PARMS: 2000085411_

9. Enter the appropriate delay code according to policy. A listing of delay codes can be
accessed by entering TRAN: RFDI; PARMS: TADC.
10. Run AEABC in ICES, reviewing all Assistance Group, Non-Financial, Resource and

Financial Summary Screens for accuracy.

11. Determine what action (if any) needs to be taken on the application.
e If the application needs to be denied, continue with Step 12.
o If the application is still pending verification in accordance with policy, skip to Step 16.

12. Enter TRAN: CLRC; PARMS; ICES Case Number.

NEXT TRAN: CLRC PARMS: 3000076384

Enter case notes in ICES regarding the solicited document(s) not received and any action
taken.

13. Click Data Collection Checklist from the left Navigation bar.

[ Data Collection Checklist ]

The WFMS displays the Data Collection Checklist page.

14. If the solicited documents have not been received and the application is to be denied
according to policy, check the following box:

Override Eligibility Checklist, Reason Required: Check a reason below or enter comments.

- Applicant failed to complete required interview or return required verification

Enter comments in the comments box.

3

2
15. Click Save.
The WFMS displays the Case Home page.
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Step Solicited Document(s) Not Received for New Application — Medicaid Categories: MA
C,MA U, MA T, MA O, Aged, Disabled, Blind, QMB, SLMB
16. Click Tasks from the left Navigation bar.
The WFMS displays the Tasks page.

17. Click Task ID for the Solicited Document(s) Not Received for New Application — Medicaid
Categories: MA C, MA U, MA T, MA O, Aged, Disabled, Blind, QMB, SLMB with an Open
status.

1102 - Solicited Document{s) not Received by Due Date
Task ID: 92000049591 Status: Unreserved
Priority: High Deadline: 12/11/2007 20:18
Reserved By: Last Assigned: 12/12/2007 17:01
The WFMS displays the Task Home.
18. Under the Options cluster, click Close the Task.
Task Home ?
I Options .
Park Task Forward Task

3.11.5.7 Thornton-Related Solicited Documents

3.11.5.7.1 Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — First Notice

Step Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — First Notice
1. | From the User Home page, under the My Tasks cluster, view the Task Subject and click the
Task ID.
M Caseld  Document Sublect Stws  Prioty  DueDae
L Rea Docu t: Casze: 1234567890, Client:
204 123456790 % i ;;n?ﬂ;wz ment: Casa i Open Low ;ﬁg}?ﬂm
The WFMS displays the Task Home.
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Step Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — First Notice

2. | View the Primary Action and Task Instructions.
Task Instructions:

3. | Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.

4. | Click Documents Solicited from the left Navigation bar.

Solicited Documents
Requests

The WFMS displays the Documents Solicited page.

5. | Evaluate the documents in the Documents Solicited list to determine the information
solicited, due date and the applicant/Client for which the information has been solicited.

Family and Social Services Administration -~
Case # - Pimary Client Name — Primary Client S5N 2
= £ Action Solicited Correspondence  Verification Client Mail Date Due Date Received
By Name Date
L 3y
-~ View | Edit wG2 Medicaid James 04/01/2007 05/01/2007 04/20/2007
. Apps/ Disability |nitial Smith
o Redets  Action Notice to
- Applicant
L
Solicited Documents
Requests

6. | Navigate to ICES. Enter TRAN: AEMDT; PARMS: ICES Case Number.

NEXT TRAN: AEMDT___ PARMS: 3000337737

ICES displays screen AEMDT.

7. | From ICES screen AEMDT, Press PF2.

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
PAGE 10F 1 FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO

DATE - 07/30/07 TIME - 14:39:31 BY - T49
1 I AL NOTICE SENT TO APPLICANT ON 06/29/07 FOR MA D APPT INFO

DUE 07/30/07
ICES displays CLSC — AEMDT Screen Level Comments.
8. | Review case notes related to MA D/MADW case processing.
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Step Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — First Notice

9. | Click Documents from the left Navigation bar.

The WFMS displays the Documents List page.

10. | Invoke Search to search for solicited documents (FI 2320 — MEDICAID DISABILITY
INITIAL NOTICE TO APPLICANT) in repository of non-indexed docs. (Refer to Section
3.11.3, Search WI<insert hyperlink>)

11. | Evaluate the documents in the Search Results to determine if the applicant submitted the
initial exam information, but the information has not been indexed to the case.

e If the document(s) is found, index it to the case and refer to Step 4 of Section
3.11.7.7.4, Thornton Applicant/Client Documents Received<insert hyperlink>.

e If the document is not found, go to Step 12.
12. | Click Cancel.
The WFMS displays the Documents List page.

13. | Click Home from the left Navigation bar.

{ )

The WFMS displays the Case Home page.

14. | Attempt to contact the applicant via telephone (following business rules) to gather the
required initial exam information.

¢ If the applicant indicates he/she has scheduled the required appointment, gather the
initial exam information via telephone and refer to Step 4 of Section 1.1.1.6.4: Thornton
Applicant/Client Documents Received <insert hyperlink>.

e If the applicant indicates he/she has not scheduled the required appointment or both
attempts to contact Client are not successful, go to Step 15.

15. | Invoke Send Notice to send Fl 2321 — MEDICAID DISABILITY FOLLOW-UP ACTION
NOTICE to applicant with Box #1 checked (10 day deadline). (Refer to Section 3.11.3,
Search WI<insert hyperlink>)

16. | From ICES screen AEMDT, Press PF2.

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
PAGE 10F 1 FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO

DATE - 07/ TIME - 14:39:31 BY - T49
: L NOTICE SENT TO APPLICANT ON 06/29/07 FOR MA D APPT INFO

ICES displays CLSC — AEMDT Screen Level Comments.
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Step

Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — First Notice

17.

Enter case notes detailing the outcome of telephone contact (all attempts made, phone
number(s) attempted, etc.), information obtained, and correspondence sent. (Refer to
Section 4.4 Documentation Guidelines<insert hyperlink>)

18.

Click Medicaid Disability (Thornton) Checklist f from the left Navigation bar.
INSERT SCREEN SHOT.
The WFMS displays the Medicaid Disability (Thornton) Checklist.

19.

Under the Exam Required cluster, mark the box next to Applicant did not respond to
2032/2320. 2321 sent to applicant and any representative with 10-day deadline and
attempted phone contact with applicant and representative.

| m | Exam Required (Medical Records NOT Within 3 months of Application Date)

r 2032 and 2320 (#1 checked) to applicant and any representative with 30-day deadline from mail
date. AEMDT updated for Application/Add-Frogram.

|- r Appointment date received from Applicant/Representative by 30-day deadline. Medical packet
(2514, 251, 3512, 2322) to provider. Or to applicant and any representative IF they agree to take
medical packet to provider. AEMDT updated for Application/Add-Program.

|- l- Applicant did not respond to 2032/2320. 2321 sent to applicant and any representative with 10-day
deadline and attempted phone contact with applicant and representative.

20.

Click Save.
The WFMS saves the checklist and displays the Case Home page.

21.

Click Tasks from the left Navigation bar.

L]
»

L]

L)

The WFMS displays the Tasks page.

22.

Click Task ID for the Thornton Applicant/Client Documents Not Received for New MA D or
MADW Application/Progress Report — First Notice with an Open status.

INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
The WFMS displays the Task Home.

23.

Under the Options cluster, click Close the Task.
Family and Social Services Administration .
Task Home ‘?

navigation
-

E Options

Task Home
Close Task Park Task Forward Task
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3.11.5.7.2 Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice

Step Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice

1. | From the User Home page, under the My Tasks cluster, view the Task Subject and click the
Task ID.

My Tasks

Caseld  Document Subject Sials Priority i Dal

123456790  Birh Rearrange Document: Case: 1234567890, Client: Open Low T30/ 2004
Cerificate 123456789012 00:00

The WFMS displays the Task Home.

2. | View the Primary Action and Task Instructions.

Task Instructions:

3. | Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.

4. | Click Documents Solicited from the left Navigation bar.

Solicited Documents
5

The WFMS displays the Documents Solicited page.

5. | Evaluate the documents in the Documents Solicited list to determine the information
solicited, due date and the applicant/Client for which the information has been solicited.

Family and Social Services Administration MiHome
Case # - Primary Client Name — Primary Client S5N ?

= 4 Action Solicited Correspondence  Verification Client Mail Date Due Date Received
z Bv Name Date
-~ View | Edit wG2 Medicaid James 04/01/2007 05/01/2007 04/20/2007
. Apps/ Disability Initial Smith
o Redets  Action Notice to
- Applicant
L

Solicited Documents.

Requests

6. | Navigate to ICES. Enter TRAN: AEMDT; PARMS: ICES Case Number.

-

NEXT TRAN: AEMDT__ PARMS:

ICES displays screen AEMDT.
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Step

Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice

From ICES screen AEMDT, Press PF2.

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
PAGE 10F 1 FOR RECIPIENT ID 3000?5?24999 T49704 A TEST/RO

DATE - 07/30/07 TIME - 14:3 BY - T49
1 I AL NOTICE SENT TO L\PPLL( ANT ON 06/29/07 FOR MA D APPT INFO

ICES dlsplays CLSC AEMDT Screen Level Comments.

Review case notes related to the MA D/MADW processing to determine if the
applicant/Client has responded indicating he/she intends to make an appointment.

e If the applicant/Client has not responded, go to Step 9.

o If the applicant/Client has responded indicating he/she intends to make an appointment,
Invoke Send Notice to send 2" foIIow—up action notice to applicant (10 day deadline).
(Refer to Section 3.11.4, Sending Notices<insert hyperlink>)

Click Documents from the left Navigation bar.

-

Documents

The WFMS displays the Documents List page.

10.

Invoke Search to search for solicited docs (FI 2321 — MEDICAID DISABILITY FOLLOW-UP
NOTICE TO APPLICANT) in repository of non-indexed docs. (Refer to Section 3.11.3,
Search WI<insert hyperlink>)

11.

Evaluate the documents in the Search Results to determine if the applicant submitted the
initial exam information, but the information has not been indexed to the application.

¢ |If the document is found, index it to the case and Refer to Step 4 of Section 3.11.7.7.4,
Thornton Applicant/Client Documents Received<insert hyperlink>.

e If the document is not found, go to Step 12.

12.

From ICES screen AEMDT, Press PF2.

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
PAGE 10F 1 FOP RELIPIENT ID : 3000.’5 24999 T49704 A TEST/RO

DATE - 07/30 139:3 BY - T49
03 ' l0TIC 29/07 FOR MA D APPT INFO

ICES d|splays CLSC — AEMDT Screen Level Comments.

13.

Enter case notes regarding the MA D/MADW application processing and any actions taken.
(Refer to Section 4.4, Documentation Guidelines<insert hyperlink>)

14.

Click Medicaid Disability (Thornton) Checklist from the left Navigation bar.
INSERT SCREEN SHOT.
The WFMS displays the Medicaid Disability (Thornton) Checklist.
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Step Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice

15. | Under the Exam Required cluster, mark the box next to No response to 2321. AG to State
for review and eligibility.

| m | Exam Required (Medical Records NOT Within 3 months of Application Date)

[ 2032 and 2320 (#1 checked) to applicant and any representative with 30-day deadline from mail
date. AEMDT updated for Application/Add-Frogram.

l_ I_ Appointment date received from Applicant/Representative by 30-day deadline. Medical packet
(2514, 251, 3512, 2322) to provider. Or to applicant and any representative IF they agree to take
medical packet to provider. AEMDT updated for Application/Add-Frogram.

|_ l- Applicant did not respond to 2032/2320. 2321 sent to applicant and any representative with 10-day
deadline and attempted phone contact with applicant and representative.
I- |- Applicant/Representative responds by 10-day deadline, does not have appointment but intends to
comolby  Second 2321 cantwith A0 daw deadline
|_ |- No response to 2321, AG to State for review and eligibility. ]
r Medical records received.  {continue o MRT section of checklist)
16. | Click Save.

The WFMS saves the checklist and displays the Medicaid Disability (Thornton) Checklist.
17. | Click Data Collection Checklist from the left Navigation bar.

INSERT SCREEN SHOT.

The WFMS displays the Data Collection Checkilist.

18. | Under the Application/Re-determination Data Collection Checklist for: cluster, select the
appropriate Assistance Group.

t James Smith - 60000001

e

m Read Previous Checklist Read Current Checklist Create Checklist
— e e
. Checklist Details
U Type: Data Collection Checklist Status: In Progress
O
. Application/Redetermination Data Collection Checklist for:
2 i Lalsamay =3 Eaisn
0
Medicaid for the Aged 01 i i
A l | | il John Smith Pending I
] Food Stamps (i}l James Smith Pending
Data Collection
Checklist I- Hoosier Healthwise for Children under Age Ons 01 John Smith Pending
. r TANF based on Absence of Parent 01 James Smith Pending

Under the Override Data Collection Checklist cluster, mark the box next to Applicant failed
to complete required interview or return required verification.

Ovemide Checklist

Reason Reguired: Check a reason below or enter comments

( ] Applicant failed to complete required interview or return required verification ]

| | Applicant has withdrawn application or documentation indicates ineligibility

Enter comments describing the reason for overriding the checklist in relation to MA
D/MADW application processing.
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Step Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice

Comments

James Smith failed to respond to FI 2321 - Follow up Motice to Applicant. d

i

19. | Click Save.
The WFMS saves the checklist and generates a State Review and Eligibility Determination
task to the appropriate State worker.

20. | Click Tasks from the left Navigation bar.

The WFMS displays the Tasks page.

21. | Click Task ID for the Thornton Applicant/Client Documents Not Received for New MA D or
MADW Application/Progress Report — Second Notice with an Open status.

INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
The WFMS displays the Task Home.

22.

Task Home ?

Options

Close Task Park Task Forward Task

3.11.5.7.3Thornton Applicant/Client Documents Not Received — Review for Multiple
Providers

Step Thornton Applicant/Client Documents Not Received — Review for Multiple Providers

1. | From the User Home page, under the My Tasks cluster, view the Task Subject and click the
Task ID.

Caseld  Document Sublect Staws  Priodty  DueDale
123456790 Binh Rearrange Document: Case: 1234567890) Client:  gpen Low 7I30/2004
Cerlificate 123456789012 00:00

The WFMS displays the Task Home.
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Step

Thornton Applicant/Client Documents Not Received — Review for Multiple Providers

View the Primary Action and Task Instructions.

Task Instructions: Review to determine if multiple providers are involved. If yes and partial
records exist, forward to MRT with explanation.

If only one provider or no information was received at all, generate a user task to State to
review for eligibility (denial).

Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.

Invoke Search to search for solicited docs in repository of non-indexed docs. (Refer to
Section 3.11.3, Search WI <insert hyperlink>)

Evaluate the documents in the Search Results to determine if the applicant submitted the
information, but the information has not been indexed to the case.

e If the document(s) is found, index it to the case and Refer to Step 4 of Section
3.11.7.7.4, Thornton Applicant/Client Documents Received<insert hyperlink>.

e If the document is not found, go to Step 6.

Click Cancel.
The WFMS displays the Documents List page.

Navigate to ICES. Enter TRAN: AEMDT; PARMS: ICES Case Number.

NEXT TRAN: AEMDT___ PARMS: 3000337737

ICES displays screen AEMDT.

From ICES screen AEMDT, Press PF2.

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41

PAGE 10F 1 FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO
DATE - 07/30/07 TIME - 14:39:31 BY - T49

1 I L NOTICE SENT TO APPLICANT ON 06/29/07 FOR MA D APPT INFO

ICES displays CLSC — AEMDT Screen Level Comments.

Review case notes related to the MA D/MADW processing to determine if the
applicant/Client has indicated more than one provider.

10.

Click Documents Solicited from the left Navigation bar.

Solicited Documents
uests

The WFMS displays the Documents Solicited page.
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Step Thornton Applicant/Client Documents Not Received — Review for Multiple Providers

11. | Evaluate the documents in the Documents Solicited list to determine if requests have been
made to an additional provider(s).

Family and Social Services Administration -

Case # - Primary Client Name — Primary Client S5N 2

= % Action Solicited Correspondence Verification Client Mail Date Due Date Received

= By Name Date

-~ View | Edit wa2 Medicaid James 04/01/2007 06/01/2007 04/20/2007

® Apps/ Disability Initial Smith

o Redets  Action Notice to

- Applicant

L

Solicited Documents
Requests

12. | Click Documents from the left Navigation bar.

L]

The WFMS displays the Documents List page.

13. | Review the documents indexed to the case to determine if the applicant/Client has more
than one provider and partial medical records have been received.

e If partial medical records have been received, refer to Step 4 of Section 3.11.7.7.4
Thornton Applicant/Client Documents Received <insert hyperlink>.

e If no medical records have been received, go to Step 14.

14. | From ICES screen AEMDT, Press PF2.

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
OR RECIPIENT ID . 300075724999 T49704 A TEST/RO

E - 14:39:31 BY - T49
07 FOR MA D APPT INFO

ICES displays CLSC — AEMDT Screen Level Comments.

15. | Enter case notes regarding the MA D/MADW application processing and any actions taken.
(Refer to 4.4, Documentation Guidelines<insert hyperlink>)

16. | Click Data Collection Checklist from the left Navigation bar.

([ Data Collection Checklist )

The WFMS displays the Data Collection Checklist page.
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Step Thornton Applicant/Client Documents Not Received — Review for Multiple Providers

17. | Under the Application/Re-determination Data Collection Checklist for: cluster, select the
Appropriate Assistance Group.

e

ilist James Smith - 60000001

navigation ! Read Previous Checklist Read Current Checklist Create Checklist
e
S Checklist Details
O Type: Data Collection Checklist Status: In Progress
.
. Application/Redetermination Data Collection Checklist for:
2 i Lalsamay i it Elﬂub]
O
Medicaid for the Aged 01 i i
A l | | il John Smith Pending
] Food Stamps [if] James Smith Pending
Data Collection
Checklist I- Hoosier Healthwise for Children under Age Ons 01 John Smith Pending
) I_ TAMF based on Absence of Parent 01 James Smith Pending

Under the Override Data Collection Checklist cluster, mark the box next to Applicant failed
to complete required interview or return required verification.

Ovemide Checklist

Reason Reguired: Check a reason below or enter comments

( ] Applicant failed to complete required interview or return required verification ]

| | Applicant has withdrawn application or documentation indicates ineligibility

Enter comments describing the MA D/MADW application processing.

2]

b

Save | | Cancel |

18. | Click Tasks from the left Navigation bar.

The WFMS displays the Tasks page.

19. | Click Task ID for the Thornton Applicant/Client Documents Not Received — Review for
Multiple Providers with an Open status.

INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
The WFMS displays the Task Home.
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Step

Thornton Applicant/Client Documents Not Received — Review for Multiple Providers

20.

Under the Options cluster, click Close the Task.
Family and Social Services Administration iome

Task Home ‘?

navigation
—e -
Options
Task Home
Close Task Park Task Forward Task

3.11.5.7.4 Thornton Applicant/Client Documents Received

Step Thornton Applicant/Client Documents Received
1. | From the User Home page, under the My Tasks cluster, view the Task Subject and click the
Task ID.
My Tasks
TaskiD) Caseld — Document Subiedt Sws  Prodty  DueDale
123456790 Binh Rearranga Document: Casa: 1234567890; Client:  gpen Low TI30/2004
U Codficate | 123456789012 00:00
The WFMS displays the Task Home.
2. | View the Primary Action and Task Instructions.
Task Instructions: Review and process documents.
e If partial records received, forward to MRT with explanation.
e If complete documents received, initiate request for provider records.
3. | Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.
4. | Click Documents Solicited from the left Navigation bar.
-
[ Solicited Documents ]
Requests
L]
The WFMS displays the Documents Solicited page.
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Step Thornton Applicant/Client Documents Received

5. | Evaluate the documents in the Documents Solicited list to determine the information
solicited, received date and the applicant/Client for which the information has been
received.

Solicited Documents Hequesis Case # - Primary Client Name — Primary Client SSN

?

- e 0 _— T
Action gvmmmmmm Verification Client MailDate  Due Date ﬁl@.

View | Edit wG2 Medicaid James 04/01/2007 05/01/2007 04/20/2007
Apps/ Disability Initial ‘Smith
Redets  Action Motice to
Applicant

The WFMS displays the Documents List page.

7. | Click View next to the Thornton Applicant/Client Documents Received — either the FI 2320
— Initial Notice to Applicant or the FI 2321 — Follow-up Notice to Applicant.

INSERT SCREEN SHOT.
The WEMS displays the View Document Details page.
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Step Thornton Applicant/Client Documents Received
8. | Under the Details cluster, click the Document Name link.

View Document Details: James Smith - 1534

Rearrange Rescan

( Document Name: <<Document Name>> ]
mmm <<Document Type>>
Client/Case Name: James Smith File Date: 12/31/08
Receipt Date:  12/31/06 ‘Scan Date: 12/31/08
--Délii‘eryi\keﬂm(t Mail gtam;;— Accepted
Language: english ~ Rescan
Requested?
‘Rearrange r
Requested Best Available

MEDICAID DHSABILITY
INITIAL ACTION H(}TICI' T APPLICANT
Stk P 83477 (1208 A

DATE:
T

[ Cane Mammber I?.-nuh-ﬁ “Teephore
TEwe Z¥3 IEM

TEwy R
hmwmmwmm Disability, medical infarmation & required to determine if you
mest the proge meeded from you Is checked below.

1. 2 Initial gxearn information

Provide the name of the doctor who examined your
Doctor's Address:

Date of

| NEED TO HEAR FROM YOL NO LATER THAN {30 gays from the date of
this lesien) 50 that your application for Medicaid can continue to be processed without further delay.

2. T Medscad Medical Hevew Team [MAT) Request for Adddbonal Informalion

This MRT nabéied you in a ketter dated thiat thee followeig) consultative exam and
o lesting s necessary {Thede will bie no charge ko you)

Fosasar mikie to harvee the testing and or aand grovs s the
sndormaton bl as soon s you know it
Fame and ol medical povise Tlame arnd address of redeal provder
|um-' e o
I NEED TE HEAR FROM YOU NO LATER THAN {50 iy from the anie
of this letier) 80 that your application for Medicaid benefits can continue 1o be procassed without
further dalay.

Do not hesitate to contact me if you have any questions.

G
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Step Thornton Applicant/Client Documents Received
9. | Review the document(s) to verify the applicant has provided the necessary initial exam
information.

e If the initial exam information is complete, continue with Step 10.

e If the initial exam information is incomplete, but the information can be obtained via
telephone, attempt to call the applicant (following business rules) to obtain the
information. If the information cannot be obtained via telephone or both attempts to
contact Client are not successful, click Correspondence from the left Navigation bar to
determine next action:

e If only an FI 2320 — Initial Notice to Applicant has been sent, refer to Section 3.11.7.7.5,
Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — First Notice <insert hyperlink>.

e If only one FI 2321 — Follow-up Notice to Applicant has been sent, refer to Section
3.11.7.7.6, Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice <insert hyperlink>.

e If two FI 2321 — Follow-up Notice to Applicant have been sent, refer to Section
3.11.7.7.3, Thornton Applicant/Client Documents Not Received — Review for Multiple
Providers <insert hyperlink>.

10. | Click Edit.

The WFMS displays the Edit Document Details page.

11. | Change the status of the document to Accepted and index the document to the Client.

Click Save.

The WFMS displays the View Document Details page. (Refer to Section 3.11.2, Document

Management WI)

12. | Click Correspondence from the left Navigation bar.
L ]
L]
[ Correspondence |
@

The WFMS displays the Correspondence page.

13. | Invoke Send Notice WI to send medical packet to the provider. (Refer to Section 3.11.4,

Sending Notices <insert hyperlink>)

14. | Navigate to ICES. Enter TRAN: AEMDT; PARMS: ICES Case Number.

NEXT TRAN: AEMDT PARMS: 3000337737

15. | Enter the date in the field: 1°" PROVIDER LETTER SENT.

1ST PROVIDER LETTER SENT:
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Step Thornton Applicant/Client Documents Received
16. | From ICES screen AEMDT, Press PF2.
CLSC AEMDT SCREEN LEVEL COMMENTS 07/3 '0, 14:41
PAGE 1 OF 1 FOR RECIPIENT ID : 300075724999 T4q; 04 TEbT RO
TIME - 14 9
\OTICE SENT
ICES displays CLSC AEMDT Screen Level Comments.

17. | Enter case notes regarding Thornton documents received and any correspondence sent to
the provider.

18. | Click Medicaid Disability (Thornton) Checklist from the left Navigation bar.

INSERT SCREEN SHOT WHEN AVAILABLE.
The WFMS displays the Medicaid Disability (Thornton) Checklist.

19. | Under the Exam Required cluster, mark the box next to Appointment date received from
Applicant/Representative by 30-day deadline. Medical packet (251A, 251, 3512, 2322) to
provider.

Or to applicant and any representative IF they agree to take medical packet to provider.
AEMDT updated for Application/Add-a-Program.
[ | Exam Roquired (Medical Records NOT Within 3 months of Appication Date) |
I 3{192 QPE.%E,‘.Z,G [#J Ehfekeax tnl applic;amfn:u.j any representative with 30-day deadline from mail
[ I- l- Appointment date received 1rnm ApplicantRepresentative by 30-day deadline. Medical packet
(2514, 251, 3512, 2322) to provider. Or to applicant and any representative IF they agree to take
medical packet to provider. AEMDT updated for Application/Add-Frogram.
| I Applicant did not respond fo 2032/2320. 2321 sent to applicant and any representative with 10-day
deadline and attempted phone contact with applicant and representative.
i_ I_ Applicant/Representative responds by 10-day deadline, does not have appointment but intends o
comply. Second 2321 sent with 10-day deadline.
I- |_ No response to 2321. AG to State for review and eligibility.
|- r‘ Medical records received.  {continue to MRT section of checklist)
20. | Click Save.
The WFMS saves the checklist and displays the Case Home page.
21. | Click Tasks from the left Navigation bar.
[ )
The WFMS displays the Tasks page.

22. | Click Task ID for the Thornton Applicant/Client Documents Received with an Open status.

INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
The WFMS displays the Task Home.
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Step Thornton Applicant/Client Documents Received

23. | Under the Options cluster, click Close the Task.

Family and Social Services Administration *
Task Home ‘?
| = = Options

Task Home
Close Task Park Task Forward Task

3.11.5.7.5 Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — First Notice

Thornton Provider Documents Not Received for New MA D or MADW

Step Application/Progress Report — First Notice

1. | From the User Home page, under the My Tasks cluster, view the Task Subject and click the

Task ID.

My Tasks

TaskiD) Case ld Document  Subect Sialus Priority. Bue Date

123456790  Birth Rearrange Document: Case: 1234567890, Client: Open Low ZU0004
Cerificate 123456789012 D0:00

The WFMS displays the Task Home.
2. | View the Primary Action and Task Instructions.
Task Instructions:

3. | Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.

4. | Navigate to ICES. Enter TRAN: AEMDT; PARMS: ICES Case Number.
NEXT TRAN: AEMDT___ PARMS: 3000337737

ICES displays screen AEMDT.

5. | From ICES screen AEMDT, Press PF2.

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41

PAGE 10F 1 FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO

0: BY

UU]: W/ U/
ICES displays CLSC — AEMDT Screen Level Comments.
6. | Review case notes related to MA D/MADW case processing.
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Thornton Provider Documents Not Received for New MA D or MADW

Step Application/Progress Report — First Notice

7. | Click Documents from the left Navigation bar.

-

The WFMS displays the Documents List page.

8. | Invoke Search to search for solicited docs in repository of non-indexed docs. (Refer to
Section 3.11.3, Search WI <insert hyperlink>)

9. | Evaluate the documents in the Search Results to determine if the provider submitted the
information, but the information has not been indexed to the application.

e If the document is found, index it to the case and refer to Section 3.11.7.7.8, Thornton
Provider Documents Received. <insert hyperlink>

e If the document is not found, go to Step 10.
10. | Click Done.

INSERT SCREEN SHOT.

The WFMS displays the Documents List page.

11. | Click Correspondence from the left Navigation bar.

[: Cm&ipmdmne]

The WFMS displays the Correspondence page.

12. | Invoke Send Notice work instructions to send FI 2323 — follow-up request to provider for
records — copy to be sent to applicant/Client and authorized representative (if applicable).
(Refer to Section 3.11.4, Sending Notices <insert hyperlink>)

13. | From ICES screen AEMDT, Press PF2.

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
PAGE 1 OF 1  FOR RECIPIENT ID : 724999 T49704 A TEST/

/07 FOR MA D APPT INFO

ICES displays CLSC — AEMDT Screen Level Comments.

14. | Enter case notes indicating an FI 2323 — Follow-up Request to Provider for Records has
been sent to the provider(s). (Refer to Section 4.4, Documentation Guidelines). <insert
hyperlink>
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Thornton Provider Documents Not Received for New MA D or MADW

Step Application/Progress Report — First Notice

15. | Click Tasks from the left Navigation bar.

L]
»

L]

L)

The WFMS displays the Tasks page.

16. | Click Task ID for the Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — First Notice with an Open status.

INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
The WFMS displays the Task Home.
17. | Under the Options cluster, click Close the Task.

Family and Social Services Administration .
Task Home ‘?
—_— Options

Task Home
Close Task Park Task Forward Task

3.11.5.7.6 Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice

Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice

1. | From the User Home page, under the My Tasks cluster, view the Task Subject and click the

Step

Task ID.

My Tasks

TaskiD | Case Id Document  Subject Status Priority  Due Dale
204 123456790 Birh Rearranga Document: Casa: 1234567890, Client!  Open Low 7/30/2004

Cerificgte 123436789012 D0:00

The WFMS displays the Task Home.

2. | View the Primary Action and Task Instructions.

Task Instructions:

3. | Under the Supporting Information cluster, click Case Home page.

The WFMS displays the Case Home page.

4. | Navigate to ICES. Enter TRAN: AEMDT; PARMS: ICES Case Number.

NEXT TRAN: AEMDT___ PARMS: 30003:

ICES displays screen AEMDT.
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Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice

5. | From ICES screen AEMDT, Press PF2.

Step

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
PAGE 10F 1 FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO
__DATE *_U?f 07 TIME - 14:39:31 BY - T49

AL NOTICE SENT TO APPLICANT ON 06/29/07 FOR MA D APPT INFO

6. | Review case notes related to MA D/MADW case processing.

7. | Click Documents from the left Navigation bar.

( Documents |

The WFMS displays the Documents List page.

8. | Invoke Search to search for solicited docs in repository of non-indexed docs. (Refer to
Section 3.11.3, Search WI <insert hyperlink>)

9. | Evaluate the documents in the Search Results to determine if the provider(s) submitted the
information, but the information has not been indexed to the application.

e If the document is found, index it to the case and refer to Section 1.1.1.6.8 — Thornton
Provider Documents Received <insert hyperlink>.

e If the document is not found, go to Step 10.

10. | Click Cancel.
The WFMS displays the Document List page.

11. | Click Correspondence from the left Navigation bar.

(__Correspondence )

The WFMS displays the Correspondence page.

12. | Click View next to the FI 2323 — Medicaid Disability Follow-up Request to Provider for
Records.

INSERT SCREEN SHOT.
The WFMS displays the View Correspondence Details page.

Review the Follow-up Request sent to the provider to determine what information has been
requested before attempting to call the provider.

February 29, 2008 Page 3.11-183 Version 1.4

Indiana Eligibility Modernization Project Volume 4. Service Center Processes and Procedures



Step

Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice

13.

Attempt to contact the provider via telephone to determine if the provider has sent the
requested medical records or if the provider intends to send the requested medical records.

o If the provider indicates he/she will send the requested 251A or existing medical
records, go to Step 14.

e If the provider indicates he/she will not send the requested 251A or existing medical
records, refer to Section 3.11.7.7.7, Provider Does not Intend to Cooperate <insert
hyperlink>.

14,

Invoke Send Notice work instruction to send a 2™ follow-up request to provider for records
letter (20 day deadline) and send copy to applicant/Client and authorized representative (if
applicable). (Refer to 3.11.4, Sending Notices <insert hyperlink>)

15.

From ICES screen AEMDT, Press PF2.

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
PAGE 10F 1 FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO

DATE - 0 07 TIME - 14:39:3 BY - T49
INITIAL NOTICE SENT TO APPLICANT ON 06/29/07 FOR MA D APPT INFO

ICES displays CLSC — AEMDT Screen Level Comments.

16.

Enter case notes detailing the outcome of telephone contact with the provider (all attempts
made, phone number(s) attempted, etc.). Include provider’s intent to cooperate and any
correspondence sent. (Refer to Section 4.4, Documentation Guidelines <insert hyperlink>)

17.

Click Tasks from the left Navigation bar.
]
[ )

L)

O Tasks

The WFMS displays the Tasks page.

18.

Click Task ID for the Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice with an Open status.

INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
The WFMS displays the Task Home.

19.

Under the Options cluster, click Close the Task.

Family and Social Services Administration o

Task Home @
[

" Options

Task Home
Close Task Park Task Forward Task
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3.11.5.7.7 Provider Does Not Intend to Cooperate

If during telephone contact with the provider, the provider does not intend to send the requested
medical records, it may be necessary to contact the applicant/Client and authorized
representative (if applicable) to request the medical records.

Step Provider Does Not Intend to Cooperate

1. | Click Documents from the left Navigation bar.

L]

[ Documents ]

-

The WFMS displays the Documents page.

2. | Review the documents indexed to the case to determine if partial medical records have been
received and can be sent to MRT.

e If partial medical records have been received, refer to Step 4 of 3.11.7.7.8, Thornton
Provider Documents Received. <insert hyperlink>

¢ If no medical records have been received, go to Step 3.

3. | Invoke Send Notice Work Instructions to send a request to applicant to obtain records letter
(10 day deadline) to the applicant/Client and authorized representative, if applicable.

4. | Navigate to ICES. Enter TRAN: AEMDT; PARMS: ICES Case Number.

NEXT TRAN: AEMDT__ PARMS: 3000337737

ICES displays screen AEMDT.

5. | From ICES screen AEMDT, Press PF2.

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
PAGE 1 OF 1  FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO

BY - T49
)7 FOR MA D APPT INFO

6. | Enter case notes regarding the reason the provider does not intend to cooperate, and any
correspondence sent.

7. | Click Tasks from the left Navigation bar.

0 Tatks

The WFMS displays the Tasks page.
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Step Provider Does Not Intend to Cooperate

8. | Click Task ID for the Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice with an Open status.

INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
The WFMS displays the Task Home.

9. | Under the Options cluster, click Close the Task.

Family and Social Services Administration Sitiome
Task Home ?
—_— Options

Task Home
Close Task Park Task Forward Task

3.11.5.7.8 Thornton Provider Documents Received

Step Thornton Provider Documents Received
1. | From the User Home page, under the My Tasks cluster, view the Task Subject and click the
Task ID.
My Tasks
TaskiD) Caseld  Document Subiect Stalys  Priodly  Due Date
204 123456790 Binh Rearranga Document: Casa: 1234567890; Client:  gpen Low TI30/2004

Cerificate 123456789012 0000

The WFMS displays the Task Home.
2. | View the Primary Action and Task Instructions.

Task Instructions: Review and process solicited supporting document(s) for a new
application or progress report.

3. | Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.

4. | Click Documents from the left Navigation bar.

navigation

[ Documents ]

The WFMS displays the Documents page.
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Step Thornton Provider Documents Received
5. | Review the document(s) to verify the provider has provided the necessary medical
information.

e If the provider has provided the necessary medical information, continue with Step 6.

e If the medical information is incomplete, click Correspondence from the left Navigation
bar to determine next action:

e If only an FI 2322 — Initial Request to Provider has been sent, refer to Section
3.11.7.7.1, Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — First Notice. <insert hyperlink>

e If only one FI 2323 — Follow-up Request to Provider has been sent, refer to Section
3.11.7.7.2, Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice. <insert hyperlink>

e If two FI 2321 — Follow-up Request to Provider have been sent, refer to Section
3.11.7.7.9, Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Notice to Applicant/Client. <insert hyperlink>

6. | Navigate to ICES. Enter TRAN: CLCR; PARMS: ICES CASE NUMBER/MMDDYYYY.

NEXT TRAN: CLRC PARMS: 3000337737/07092007

Review case notes related to the MA D/MADW processing to determine if the

applicant/Client has indicated more than one provider.

7. | Click Correspondence from the left Navigation bar.
L ]
L]
C ondence
@

The WFMS displays the Correspondence page.

8. | Review the correspondence history to determine if requests have been made to an
additional provider(s).

e If there are no outstanding requests to an additional provider(s), continue with Step 9.

e If requests have been made to an additional provider(s), skip to Step 16.

9. | Navigate to ICES. Enter TRAN: AEMDT; PARMS: ICES Case Number.

NEXT TRAN: AEMDT PARMS: 3000337737

10. | Enter the date the medical packet is being sent to MRT.
MED PACKET SENT TO MRT:

If partial medical records are being sent, enter the date in the field: FINAL PROV INFO

RCVD OR DECISION TO SEND PARTIAL MED, PROV NON-COOP.

FINAL PROV INFO RCVD OR DECISION TO SEND PARTIAL MED, PRQOV NON-COOP:
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Step

Thornton Provider Documents Received

11.

From ICES screen AEMDT, Press PF2.

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41

7
FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO

TIME - 14:39:31 _ BY - T49
L NOTICE SENT TO APPLICANT ON 06/29/07 FOR MA D APPT INFO

ICES displays CLSC — AEMDT Screen Level Comments.

12.

Enter case notes regarding the document(s) received from the provider and any relevant
information regarding the decision to send medical information to the MRT. (Refer to
Section 4.4 Documentation Guidelines) <insert hyperlink>

13.

From the Client level, click Tasks from the left Navigation bar.

L]

Ci——d)

The WFMS displays the Tasks Home page.

14.

Click Create Task.
The WFMS displays the Select Task Type page.

15.

Click Select next to ‘Process MA B/D Application.’
INSERT GUI
The WFMS creates and forwards the task to the appropriate Workgroup.

16.

Click Task ID for the Thornton Provider Documents Received with an Open status.
INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
The WFMS displays the Task Home.

17.

Under the Options cluster, click Close the Task.

Family and Social Services Administration o
Task Home ‘?
" Options

Task Home
Close Task Park Task Forward Task
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3.11.5.7.9 Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Notice to Applicant/Client

Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Notice to Applicant/Client

Step

1. | From the User Home page, under the My Tasks cluster, view the Task Subject and click the

Task ID.
My Tasks
TaskiD | Case ld Document  Subject Status Prriority s [l
204 123456790 Birth Rearranga Document: Casa: 1234567890; Client:  gpen Low TI30/2004

Cerificate 123456789012 0000

The WFMS displays the Task Home.
2. | View the Primary Action and Task Instructions.
Task Instructions:

3. | Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.

4. | Click Documents from the left Navigation bar.

The WFMS displays the Documents List page.

5. | Invoke Search to search for solicited docs in repository of non-indexed docs. (Refer to
Section 3.11.3, Search WI) <insert hyperlink>

6. | Evaluate the documents in the Search Results to determine if the provider submitted the
information, but the information has not been indexed to the application.

e If the document is found, index it to the case and refer to Step 4 of Section 3.11.7.7.8,
Thornton Provider Documents Received. <insert hyperlink>

e If the document is not found, go to Step 7.
7. | Click Cancel.
The WFMS displays the Documents List page.

8. | Navigate to ICES. Enter TRAN: AEMDT; PARMS: ICES Case Number.
NEXT TRAN: AEMDT PARMS: 3000337737

ICES displays screen AEMDT.
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Ste Thornton Provider Documents Not Received for New MA D or MADW
P Application/Progress Report — Notice to Applicant/Client
9. | From ICES screen AEMDT, Press PF2.
CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
PAGE 10F 1 FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO
DATE - 07/30/07 TIME - 14:39:31 BY - T49
\OTICE SENT TO APPLICANT ON 06/29/07 FOR MA D APPT INFO
ICES displays CLSC — AEMDT Screen Level Comments.
10. | Review case notes related to MA D/MADW case processing to determine if the
applicant/Client has indicated more than one provider.
11. | Click Correspondence from the left Navigation bar.
L
L
[ Correspondence ]
L
The WFMS displays the Correspondence page.
12. | Review the correspondence history to determine if requests have been made to an
additional provider(s).
13. | Click Documents from the left Navigation bar.
L]
[ Documents ]
L]
The WFMS displays the Documents List page.
14. | Review the documents indexed to the case to determine if the applicant/Client has more
than one provider and partial medical records have been received.
e If partial medical records have been received, refer to Step 4 of Section 3.11.7.7.8,
Thornton Provider Documents Received. <insert hyperlink>
e If no medical records have been received, go to Step 15.
15. | Click Home from the left Navigation bar.
| navigation
{ )
The WFMS displays the Case Home page.
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Ste Thornton Provider Documents Not Received for New MA D or MADW
P Application/Progress Report — Notice to Applicant/Client
16. | Click Correspondence from the left Navigation bar.
L
&
[ Comespondence ]
L
The WFMS displays the Correspondence List page.

17. | Invoke Send Notice to create and send a request to applicant to obtain records letter (10
day deadline). (Refer to Section 3.11.4, Sending Notices) <insert hyperlink>

18. | From ICES screen AEMDT, Press PF2.

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07
PAGE 10F 1 FOR RECIPIENT ID : 300075724999 T49704 A
DATE - 07/30, TIME - 14:39:31 :
INITIAL NOTICE SENT TO APPLICANT ON 06
ICES displays CLSC — AEMDT Screen Level Comments.

19. | Enter case notes regarding the action taken and any correspondence sent. (Refer to
Section 4.4, Documentation Guidelines) <insert hyperlink>

20. | Click Tasks from the left Navigation bar.

]
»
»
The WFMS displays the Tasks page.

21. | Click Task ID for the Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Notice to Applicant/Client with an Open status.
INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.

The WFMS displays the Task Home.
22. | Under the Options cluster, click Close the Task.
Family and Social Services Administration o
Task Home ?
Options
o Park Task Forward Task
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3.11.5.7.10 Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice to Applicant/Client

Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice to Applicant/Client

Step

1. | From the User Home page, under the My Tasks cluster, view the Task Subject and click the

Task ID.
My Tasks
TaskiD| Case ld Document  Subject Status Prriority s [l
204 123456790 Birth Rearranga Document: Casa: 1234567890; Client:  gpen Low TI30/2004

Cerificate 123456789012 0000

The WFMS displays the Task Home.
2. | View the Primary Action and Task Instructions.
Task Instructions:

3. | Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.

4. | Click Documents from the left Navigation bar.

| Documents |

The WFMS displays the Documents List page.

5. | Invoke Search to search for solicited docs in repository of non-indexed docs. (Refer to
Section 3.11.3, Search WI) <insert hyperlink>

6. | Evaluate the documents in the Search Results to determine if the applicant submitted the
information, but the information has not been indexed to the case.

e If the document is found, index it to the case and refer to Step 4 of Section 3.11.7.7.8,
Thornton Provider Documents Received. <insert hyperlink>

e If the document is not found, go to Step 7.
7. | Click Cancel.
The WFMS displays the Documents List page.

8. | Navigate to ICES. Enter TRAN: AEMDT; PARMS: ICES Case Number.
NEXT TRAN: AEMDT PARMS: 3000337737

ICES displays screen AEMDT.
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Ste Thornton Provider Documents Not Received for New MA D or MADW
P Application/Progress Report — Second Notice to Applicant/Client
9. | From ICES screen AEMDT, Press PF2.
CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
PAGE 10F 1 FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO
DATE - 07/30/07 TIME - 14:39:31 BY - T49
0: 1 AL NOTICE SENT TO APPLICANT ON 06/29/07 FOR MA D APPT INFO
10. | Review case notes related to the MA D/MADW processing to determine if the
applicant/Client has responded to the Request to Applicant to Obtain Records Letter.
e If the applicant/Client has not responded, go to Step 11.
e If the applicant/Client has responded indicating he/she can obtain records, invoke Send
Notice work instructions to send 2032 (20 day deadline). (Refer to Section 3.11.4,
Sending Notices) <insert hyperlink>
11. | From ICES screen AEMDT, Press PF2.
CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
PAGE 10F 1 . 300075724999 T49704 A TEST/RO
/30 931 BY - T49
) APPLICANT ON 06 / FOR MA D APPT INFO
ICES displays CLSC — AEMDT Screen Level Comments.
12. | Enter case notes regarding the MA D/MADW application processing and any actions taken.
13. | Click Data Collection Checklist from the left Navigation bar.
[ Data Collection Checklist)
The WFMS displays the Data Collection Checklist page.
February 29, 2008 Page 3.11-193 Version 1.4

Indiana Eligibility Modernization Project Volume 4. Service Center Processes and Procedures



Ste Thornton Provider Documents Not Received for New MA D or MADW
P Application/Progress Report — Second Notice to Applicant/Client

14. | Under the Application/Re-determination Data Collection Checklist for cluster, select the

appropriate Assistance Group.
Data Collection Checklist James Smith - 60000001 i
. Read Previous Checklist Read Current Checklist Create Checklist
Mk i NS e
e Checklist Details
O Type: Data Collection Checklist status: In Progress
:
: = RS SRR RIS i Slhlnb]
= ﬁ Medicaid for the Aged o1 John Smith Pending
- ] Food Stamps 01 James Smith Pending
Data Collection
Checklist I- Hoosier Healthwise for Children under Age One 01 John Smith Pending
. ? I- TANF based on Absence of Parent 01 James Smith Pending
Under the Override Data Collection Checklist cluster, mark the box next to Applicant failed
to complete required interview or return required verification.
Reason Reguired: Check a reascn below or enter comments
( | | Applicant failed to complete required interview or return required verification ]
| Applicant has withdrawn application or documentation indicates ineligibility
Enter comments describing the MA D/MADW application processing.
Save ] | Cancel ]
15. | Click Tasks from the left Navigation bar.
O Notes
O Communica
The WFMS displays the Tasks page.

16. | Click Task ID for the Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice to Applicant/Client with an Open status.
INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.

The WFMS displays the Task Home.
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Thornton Provider Documents Not Received for New MA D or MADW

Step Application/Progress Report — Second Notice to Applicant/Client

17. | Under the Options cluster, click Close the Task.

Task Home

Options

Close Task

Park Task Eorward Task
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